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PREFACE 


Tf  VER  since  letters  began  to  play  such  an  im- 
^^  portant  part  in  tJie  business  life  of  Canada,  the 
need  has  been  felt  for  a  book  dealing  with  business 
letter  problems  from  a  Canadian  standpoint.  There 
are  many  American  books  on  the  subject,  but  these 
do  not  completely  fill  our  requirements  here 

For  instance,  The  Civil  Laws  and  Postal  Regula- 
tions of  the  United  States  are  not  the  same  as  those 
in  Canada;  and  while  there  is  not  so  great  a  dif- 
ference in  the  general  layout  and  the  language,  etc., 
of  the  letters,  still  there  is  a  little. 

Unlil^e  many  of  these  books,  the  endeavor  in  this 
one  IS  to  illustrate  with  tested  letters  on  all  the  com- 
mon business  subjects.  The  necessary  funda- 
mentals are  explained  as  clearly  and  concisely  as 
possible,  followed  by  practical  examples  of  actual 
letters.  The  re  is  no  wading  through  a  lot  of  read- 
ing matter  to  get  information. 

Following  out  the  policy  to  give  practical  rather 
than  theoretical  assistance,  a  chapter  on  Business 
^  orms  lias  been  included.  This  deals  with  Contracts, 
Notes,  Drafts,  Due  Bills,  Receipts,  etc.  There  is 
also  a  chapter  giving  general  Banking  and  Postal 
Information. 

It  is  hoped  that  the  contents  of  this  book  will  help 
the  busy  merchant,  wholesale  and  retail,  and  prove 
a  short  cut  m  the  handling  of  correspondence. 
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HOW  TO  WRITE  BUSINESS 
LETTERS 

CHAPTER  I. 

ONLY  a  few  years  ago  practically  all  the  busi- 
ness m  Canada  was  transacted  by  word  of 
^      mouth     To-day  90%  is  done  by  letter.    It  is 
oby:ous  then,  that  being  able  to  write  a  good  business 
I  letter  is  a  business  man's  first  requisite. 
.      Letters  can  get  the  sales  prospect,  turn  him  into 
a  customer,  investigate  credit  standing,  make  collec- 
;  tion^  adjust  complaints,  and  in  fact,  handle  almost 
all  of  the  various  phases  of  commercial  life  to-day. 
It  is  on  y  natural  then,  that  in  order  to  obtain  the 
bes  results  the  letter  should  be  a  good  one.  A  poorly 
^  written,  slovenly  or  illiterate  letter  can  only  convey 
an  unfavorable  impression  of  the  sender.    A  type- 

Tnd  .In  u^  ''  ^'^'"^"^  ^^'  "^^^^^  i"  appearance, 
and  doubtless  more  easily  read  than  one  written 
with  pen  and  inl..  This  is  being  realized  more  and 
more  every  year,  and  it  will  not  be  long  before  the 
typewriter  is  considered  a  necessary  part  of  the 
equipment  of  any  business,  no  matter'what  the  size. 
,  Most  letters  are  cluttered  up  with  a  lot  of  mean- 
ingless, stereotyped  phrases,  such  as  "Your  valued 
lavor  received,  and  contents  duly  noted. '»     Such 
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2  HOW  TO  WRITE  BUSINESS  LETTERS 

phrases,  of  which  there  are  any  number,  liave  been 
handed  do\\Ti  from  the  early  letterwritinp^  period, 
and  there  is  no  better  reason  for  tlieir  still  being 
used  than  that  someone  else  used  them  before  us. 
They  are  stilted  and  convey  nothing  that  could  not 
be  said  in  language  that  would  ;)e  used  if  the  words 
were  spoken.  More  information  on  this  subject  will 
be  given  later. 

Getting  personality  into  letters,  comes  either 
naturally  or  after  long  and  hard  practice,  and 
in  fact,  sometimes  it  never  comes.  It  is  to  be  de- 
sired, but  for  the  ordinary  business  letters  it  is  not 
necessary.  A  clear,  concise,  courteous  letter  will 
always  get  attention.  Thero  is,  therefore,  no  reason 
why  letters  that  have  pro  n  themselves  a  success 
cannot  be  utilized  by  others  in  raising  their  corres- 
pondence to  a  higher  standard. 

Points  in  a  Letter. 

Space  only  permits  the  letter  and  its  general 
makeup  to  be  touched  briefly.  The  points  mention- 
ed are  important,  how^ever,  and  must  be  remembered 
if  a  correct  letter  is  to  be  written.  There  are  seven 
parts  to  a  letter  that  can  be  named : 

(1)  The  Heading. 

(2)  The  Inside  Address. 

(3)  The  Salutation. 

(4)  The  Body. 

(5)  The  Complimentary  Close. 

(6)  The  Signature. 

(7)  The  Postscript. 


POINTS  IN  A  LETTER  3 

The  heading  is  customarily  placed  at  the  upper 

right-hand  corner  of  the  sliect  nist  underneath  the 

letterhead.    Some  place  it  nearer  the  centre,  but  the 

tormer  position   is   more   common.     The   headin- 

consists  of  the  name  of  the  place  from  which  the 

etter  is  sent,  the  street  number  or  box  number  and 

he  date.    This  can  usually  be  printed  as  a  part  of 

the  ^etterhead,  with  the  exception  of  the  space  for 

the  da  e,  but  even  then  the  figures  *'192— "  can  be 

printed.    For  example: 

J.  C.  ALLEN  &  SON, 

Commission  Merchants, 
16  Boatrico  St. 

Halifax,  X.S.,  


Phone  N2916. 


192. 


The  inside  address  comes  next,  and  rather  than 
.    use  the  complete  form,  as  is  necessary  for  the  out- 
side, or  envelope  address,  it  would  be  preferable  to' 
shorten  it. 

I       The  full  address  : 

Mr.  W.  T.  Clatvvorthy, 

(Room  2104, 
Alcott  Bldg., 
"  Montreal,   Que. 

I       Shortened  for  the  inside  address  to— 

I  Mr.  W.  T.  Clatworthy, 

I  Montreal,  Quo. 

Then  comes  the  salutation.    If  addressing  an  in- 
dividual, -Dear  Sir."  If  a  firm,  "Gentlemen."  All 
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4         HOW  TO  WRITE  BUSINESS  LETTERS 
wo.h3_s  in  the  salutation  should  start  with  a  capital 

Hn  =1  n  I  '  ''  '"  ''"'^'''^"  ^«  ^"«thor  the  first 
"Vo,r?H   ^%«"  ^^'knowled^anont:  for  instance- 

volrlnH  '  "^  ^^'^'  ^-"^  received."  This  shows 
your  letter  is  in  answer  to  his,  and  so  should  have 
innned.a  e  attention.  It  is  best  tlien  to  get  rCZ 
down  to  the  subject  without  lengthy  preamble.    ^ 

For  a  complimentary  close-- Yours  very  trulv" 
or   'Yours  truly'' are  the  most  common.    Some  use 
lours     respectfully",     -Yours     sincerely"     or 
Youi     faithfully."    The  first  mentioned  are  pre 
ferable  for  a  strictly  business  close.  ^ 

The  signature  comes  directly  under  the  comnli 
montary  Ooso,  nnd  should  be  ,he%„„  nJt^7^] 
«ith  the  -.ersonal  signature  of  the  writer  under 
™ath,  also  his  oflieial  title,  if  neces-ar^^rtht 

ALCO  BEDDING  COMP.VNY,  Ltd., 
J.  C.  Rand, 
Accountant. 


or 

McDonagh  Brothers 

Per  R.  P.  McDonagh. 

The  postscript  is  really  unnecessary,  nlthou-h  it 
IS  used  now  principally  to  emphasi.e^;nrpariu 
lar  pomt     It  used  to  be  initialed,  but  thL  practle' 
is  being  discontinued.  Practice 
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POINTS  IN  A  LETTER  5 

Stationery. 

Tlio  stationery  used  can  undoiiuiedly  ladn  or  hurt 

the  effect  of  a  letter.    For  the  average  1,  sLss  n  ."n 

he  eonventional  and  safe  business  stationery  is  "0 

^  ree„n,„,ende,I.    I,  adds  «-ei«l,t,  and  sho  vs  prae  U 

ca   eommon  sen.se.    .S,„„e  prefer,  of  cour.se,  a  chlr- 

8U  hinder''''''''"?:  ''"'  '"«  "'-""'«  li..o  b^t    ecu 
smh  and  tlie  eccentric  or  poor,  is  yery  narrow. 

White  is  the  most  common  color  used  for  business 
ta  lonery,  although  light  blue,  light  orange  or  «gh 
itoW^T  P'"™''!^""''.  ""d  it  should  bear  Z 
Tbe,.]!  1  ""'."  individual,  and  the  address. 
ihe  telephone  number  and  the  nature  of  the  busi- 
ness may  be  added  if  desired.  A  good  o  nli,v  of 
paper  should  be  used,  a  bond  stock  ;rcferr  I  T^e 
conventional  full  sheet  size  is  81/,  by  11  inches  Z 
envelope  3./,  by  6y,  inches  would  be  qui"e  colrctt" 
Of  the  same  stock  as  tlie  paper. 

LETTERriEADS. 

shJuld'T'f?  ^'''f"t^''  ^i^-P'i'ity  and  clearness 
should  be  favored.  Colored  printing  should  be 
avoided  except  in  rare  instances.  Details  are  bes? 
eft  out,  as  they  only  complicate  the  heading.  Good 
tas  e  demands  an  etTective  letterhead,  and  above  all 
It  should  be  practical  in  copy,  color,  size  and  paper 
home  typical  examples  are  sho^ra  on  the  follovrin 
pages. 
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HOW  TO  WRITE  BUSINESS  LETTERS 


Addressing. 

Tn  addrossiiig  the  envelope  the  street  address  or 
postoffice  box  of  the  party  addressed  should  always 
be  given  Sometimes,  of  course,  in  the  case  of  the 
party  addressed  living  in  a  small  village,  or  where 
a  large  firm  is  concerned,  it  is  not  absolutely  neces- 
sary. Do  not  use  any  abbreviations  for  the  name  of 
a  ci  y  or  town,  although  the  name  of  the  province 
can  be  abbreviated. 

Before  the  name  of  the  party  addressed  give  the 
title  of  ;^Mr.",  '^Mrs.",  '^Miss",  '«Dr.",  ^^l,", 
tapt.     as  the  case  may  be.    ''Esq."  niav  be  used 
also  in  place  of ''Mr." 

''.ATessrs."  may  be  written  before  the  name  of  a 
nrm,  but  it  is  not  necessary. 

When  addressing  a  person  living  in  the  same  citv 
as  yourself,  do  not  merely  write  the  name  **Citv" 
after  the  street  address.  Give  the  name  of  the  citv 
Letters  may  get  into  an  out  of  town  mail  bag  and  if 
so  It  IS  more  likely  to  be  returned  if  the  name  of  the 
city  IS  shown,  instead  of  just  the  word  **City." 

Mr.  Jos.  H.  Hector, 
22  Oriole  Ave., 

Saskatoon,  Sask. 
or 
Mr.  Albert  Hendry, 

Care  of  The  Hudson  Co., 
King  and  Yonge  Sts., 
Toronto,  Ont. 

The  acldress  should  begin  on  the  envelope  just  ^ 
above  the  centre,  because  postoffice  stamping  mav  ^ 
obliterate  it  if  placed  higher.  ' 


or 
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SPELLING  AND  PUNCTUATION  9 

Care  should  be  taken  that  the  correct  postao-e  is 
placed  on  all  letters.  Besides  having  a  tendenJv  to 
delay  delivery,  a  letter  with  not  suffiLnt  posta<^e 
shows,  at  least,  lack  of  care.  ^""^^^^^"^  Postage 

Spelling. 

lottos""! f It'''  ""^  S"™  ''""^^"^  «««'«»  in  all 
r;   ,     .    .  "'"  '""''  "™«  't  's  best  to  ahvavs  «se 

PuifCTUATIOJr. 

amtsTnd  wml'  '"  P""^^"^^^^"  «^^°"W  not  come  in 
cimiss,  and  will  give  a  general  idea  how  tlio  difforonf 
marks  are  used.    This  phase  of  a  letter   s  very  im    " 
poi^ant,  for  the  misplacing  of  these  marks  can  Z 
tort  even  the  simplest  expression 
Period  (.)  The  point  marking  the  end  of  a  con, 

Comma  (,)  It  makes  the  smallest  division  of  a 

s  •r;pr4r  ■■"•- ' '"""°" '--  ^™"'^  ^« 

Semicolon  ( ;)    Used  to  dh-ide  a  compound  sent 

thTcomr  ^ " ''"'-' '-'  --« ^'^«-'  p"-  r„ 

Co/oK  ( :)  Used  to  make  a  pause  greater  than  ■, 
cmieolon  and  less  than  a  period,  nruallywWe  a 
sentence  complete  in  itself,  but  followed   wit  lo ,!  ^ 
conjunct.on,  by  some  remark  or  explanat  on         ' 
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10        HOW  TO  WRITE  BUSINESS  LETTERS 
Dash    C-)    Used   to  denote  a   siidclon   stop,   an 

fo  .Motor:  V'''  '''^''''''' ''  ^^^'^  significan^'e  or 
10  add  effect  to  other  points. 

Interrogation  (?)  Used  after  a  question 

Exclarnation  (!)  Used  after  an  expression  de- 
noting strong  emotion. 

Q^^otation  Marls  (-  -)  Used  .vhen  qnotin<^ 
^vords  of  some  other  person  or  a  borro^^d  ex! 
press 'on. 

Parenthesis  (  ()  )  Used  to  enclose  a  Avord  or 
sentence  inserted  as  an  exphmation  or  comment, 
and  not  necessarily  connected  with  tlie  rest  of  the 
sentence. 

cJo^TT'   ^'^   ^T^  *"   ^^^"^"^^  ^^>^  possessive 
'  f '-fi  ,    1''?,^  ^^'ord  IS  contracted.   For  instance 
''Smith's  desk"  or  "The  firm's  policy."  "Doesn't" 
contracted  from  "does  not." 

Pakagrapiiing. 

The  paragraphing  of  a  letter  can  help  its  ef- 
fectiveness. A  letter  with  too  many  paragraphs  is 
certainly  to  be  preferred  to  one  with  not  c^iiou4 

To  begin  ^t  new  paragraph  just  start  on  a°new 
In  e  and  partly  over  the  page,  after  completing  the 
last  sentence  m  the  previous  one.  It  is  used  as  a 
separation  of  irrelevant  sentences. 

Stock  Phrases  and  AVords. 

Below  are  given  a  num])ei-  of  words  and  expres- 
sions tha  It  would  be  best  to  avoid.  Such  words  or 
phrases  tend  to  weaken  any  business  letter,  and 
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STOCK  PHRASES  11 

while  a  imiuber  of  ll.ose  are  still  largely  in  use  it 
would  be  better  to  do  without  them. 
(1)  As  per— Say  "according  to." 

ceived.-^   ^'""'^   ''   ^'   ^^«'^^-Say   ''we   have   re- 

(3)  Aduise-mo  -Toll  us"  or  -Inform  us." 

to  st.t?"~01 /f  1  '"^  '?l^  ^'  ^^^^'^^^""  «^  ''Beg 
sary  L  da~  '"    "'"       formality  and  unneces- 

SoidT^  A^ ~;^'  ?^  "''  *^^'^  ^^-^^-^^  i^  P«««iWe 

Phil  t"  1  ;  n  ■  ^,  ''^''  ^"  ^^'^  ^^^^J^^'t'  ^s  ''^'om- 
piamt     has  an  unpleasant  sound 

u.i!l.S.t"'''  ""'"'"  '""^''-^I-"-S'-s  and 

«  rag.  A  favor  ,s  a  kindnoss  i-eiidcrcd,  and  vKie 
a  let  or  may  do  a  favor  it  is  not  itself  a  kindness 

W)  Hand  you  and  Enclosed  licj  with  ~  Sav 
bend  you"  and  "Enclosed."  ^ 

(10)  Imt.  Vlt.  and  Prox.-Name  the  month. 

Ul)  huid  as  iiscd  in  "Your  kind  order  "- 
Eather  serve  courtesy  and  should  be  eliniinated. 

phrVse  "m'.v^^^i^T,  "^"^  i^^rrectly,  as  in  the 
plirase     May  ive  kmdly  ask  you  to,  etc. "    It  is  cor 
ect  to  say  "May  we  ask  you  kindly  to,  etc  "  bui 

of  SI     Dr,"f  '^f  """  "'  «""»  •'"<'  -t  the  ac 
nt  i^;,  '  ™"  ^■'""'  °™  ="=*  a  kind  one. 

(W)  06;i^c— as  used  in  ending  a  letter  "and 

obhge,  lours  truly"_This  is  a  ,veak  endii^. 
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HOW  TO  WRITE  BUSINESS  LETTERS 


(14)  Our  Mr.  Carson—Say  **Mr   rnr«nr.   ^„ 
pesentative,"  or  just  ^Mr  cLrson  -^  '  """^  ''■ 

or^ilrtkC^"fr™!,^^^^  "^^^^"«  -  proposal 
thi^  T  r  ^'i  i"^ !'  ""''^  "^^  *°  "^ean  almost  any- 
thmg.    It  would  be  best  to  use  it  oidy  in  its  propTr 

(16)  Recent  date—Give  the  pormpf  ^of«  i 

name  the  subject  of  the  letteVbrf atvVe^':: 
Your  letter  about  tbe  potato  shipment."  ' 

''it"' 'tfeT'-rr^'te'^"  »-d -  a  P™nou„.  Say 
(18)^/a^e— Use^'say." 


as     used    in    ''valued 


(19)  Fa^werf—Obsolete, 
favor." 

perf!;!  Is"' w'ii'"'^  r^'''  to  "^''  the  first 
pel  son,  as      lour  letter  has  been  referred  to  me  " 

L;.:rt'o'The'tit':r;?^ """-  '^"-  '-^- - 

(21)   IFo«/.;  5ai/  or   Wish  to  5aw~Unnecessarv 
letter,  etc."  instead,     Rf  relying  to  your 

The  more  important  points  of  a  business  lettPr 
have  been  given  as  briefly  as  possible  and  fh.! 
qmrements  cannot  be  too  strong  ^ll'esldWitT 
ites^Ur^^-er^^^^^  ''  ^"  -/detStl^tt 
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CIIxVPTER  II. 

GENERAL  LETTEIIS. 
Lettehs  .VrrLYiNG  foii  a  Positio.v. 

IT  is  surprising  how  few  people  know  how  to 
write  a  letter  of  this  nature.  Most  of  such  let- 
ters  are  alioootlier  too  conventional  and  do  not 
properly  describe  what  the  writer  has  done  and 
what  he  thinks  he  can  do.  The  applicant  for  a  posi- 
tion  must  remember  that  he  is  trying  to  sell  his  ser- 
vices, and  m  so  doing  must  make  his  letter  stand  out 
from  the  others,  so  as  to  get  favorable  attention. 
Eccentric  expressions  are  not  to  be  recommended,  of 
course,  but  the  writer  should  present  iiimself  in  a 

tvm        ''^''^''  ^'^  ^^'"^  ''""''^  ^^'^^""'^  '"'''^  conventional 

Before  giving  any  examples  it  would  be  be£,i;  to 

1  ff  ""/.?'  ?'?"V'  ^"  ^'^  i-cmembered  in  writing  a 
letter  of  tins  kind.  ^ 

,J''K?\''^  ^V*;^  •■  '  ^'^'^'^^^^'^^  ^>"t  do  not  omit  any- 
thing tliat  should  he  said  about  yourself  for  the  sake 
ot  brevity  alone. 

(b)  If  your  letter  is  in  reply  to  an  advertisement, 
do  not  leave  out  answers  to  any  of  the  particulars 
mention,  d  T  .  mforma--.n  was  not  required  it 
would  not  be  d  for. 
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14        HOW  TO  WRITE  BUSINESS  LETTERS 

(c)  Always  give  your  telephone  number  if  you 
have  one  and  besides  writing  your  address  above 
the  dace  line  at  the  top,  it  is  advisable  to  write  it 
at  the  close  as  well. 

(d)  If  you  desire  an  interview  add  a  paragraph 
to  tins  effect,  and  if  you  can  only  call  at  certain 
hours  be  sure  and  specify  it. 

(e)  Do  not  use  flowery  language  or  make  ex- 
travagant statements.  Mention  the  facts  about  your- 
self briefly  and  let  each  statement  stand  by  itself. 

(f)  If  you  can,  use  a  typewriter,  unless  the  posi- 
tion IS  such  that  a  sample  of  your  handwriting  is  re- 
quired. ^ 

(g)  Correct  punctuation  and  spelling  are  essent- 
ial. 

(h)  Use  the  plain  commercial  paper.  Do  not  use 
Hotel  stationery,  although  Club  stationery  is  per- 
missible. ^ 

(i)  Only  write  on  one  side  of  the  sheet,  and  if 
niore  than  one  sheet  is  required  number  them  ''2" 
«5,     etc.  ' 

(j)  It  is  advisable  to  give  references  whether  ask- 
ed tor  or  not.  Do  not  send  originals  but  make 
copies,  marking  them  * '  copy. ' ' 

(k)  If  you  are  occupying  a  position  state  frankly 
why  you  aesire  to  make  a  change. 

(1)  If  the  advertisement  requests  you  to  specify 
lowest  salary  at  which  you  will  start,  do  so.  It  is  not 
necessary  to  mention  it  if  not  asked 


"^miisiw^s^sifispiamsn^j*. 
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LETTERS  APPLYING  FOR  A  POSITION        15 

One  or  two  forms  of  application  foll.nv: 

In  answer  to  your  advertisement  in  the  '"Telcrram" 
to-day  for  a  stenographer. 

I  have  had  six  years  experience.    Can  take  130  words 
a  minute  and  be  sure  of  my  notes. 

For  the  last  three  years  I  have  been  with  lAFessrs 
brant  Ai  Company,  Wholesale  Grocers;  left  boc;'use 
^ley  failed.  Before  that  I  was  with  Messrs.  Trenoth 
&  Company;  left  to  better  my  position. 

^iraduated  from  Doane's  Business  College  in  1914. 

Age  23,  single,  and  live  at  home. 

I  refer  to  

tes7'''  ^"^  "''^'^  ^'^ ''''"  ""*  '*"^'  ^'"^'^  ^''''  ^"^  ^"t"'view  and 

R.  B.  Hales, 

102  Deleware  St., 

m  1     ,         ^,^  Toronto,  Ont. 

Telephone  H2030. 
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"Answering  your  aJvoi-tisoment  in  tlic  "Herald"  for 
a  salesman. 

At  present  I  am  with  the  Smith  Lott  Company,  but 

policy  ''''''''°  ^"^  '^''"°''  ""^  Management  and 

My  present  salary  is  $175.00  a  month.     I  am  3'> 
years,  and  have  a  wife  and  two  children. 

nnT!"-^T'\^''P'"^"'^  ^"  '^'"'"=  boots  and  shoes,  in 
Ontario,  Quebec  and  the  Maritimes. 

Copies  of  references  attached." 

These  forms  can  be  varied,  but  the  general  idea  is 
sho^vTi.  Such  an  application  is  brief  without  omit- 
tmg  anything  that  should  be  told. 
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16        HOW  TO  WRITE  BUSINESS  LETTERS 

Another  letter  that  would  prove  very  effective, 
and  combining  most  of  the  points  necessary  in  the 
writing  of  a  successful  letter  of  this  nature : 

Mr.  L.  A.  Gemble,  Professor  at  the  School  of 
Science  of  McGill  University,  Montreal,  suggested  that 
I  apply  for  tlie  position  of  Electrical  Inspector  at  your 
plant  at  Niagara  Falls. 

I  understand  that  the  person  filling  this  position 
must  have  wide  practical  experience  in  electrical 
engineering,  must  be  capable  of  interpreting  engin- 
eering specifications  judiciously,  and  to  see  that  the 
work  done  follows  your  intention  in  these  specifica- 
tions. 

My  experience  and  training  have  fitted  me  for  these 
duties.  I  was  in  the  employ  of  the  Canadian  Pacific 
Railway  for  ten  years,  at  their  power  plant  in  Mont- 
real. 

In  1915  I  went  with  the  Ilydro-Electric  Power  Com- 
pany and  two  years  ago  started  a  post-graduate  course 
in  Electrical  Engineering  at  McGUl  University.  I 
have  just  finished. 

My  personal  desire  is  to  obtain  a  position  in  your 
firm,  and  am  confident  of  giving  satisfaction.  In  this 
connection  I  am  permitted  to  refer  you  to  Mr.  C.  P. 
Jolinson  of  the  Canadian  Pacific  Raihvav,  Montreal' 
and  to  Mr.  T.  R.  Aggott  of  the  Hydro-Elpctric  Power 
Co.,  Toronto.  Also  to  the  other  gentlemen  mentioned  on 
the  attached  list. 

My  telephone  number  is  M  623,  and  if  you  will  make 
an  appointment  I  can  call  at  any  time  convenient  to 
you. 

Letters  of  Recommendation, 

A  letter  of  this  kind  may  e      er  be  addressed 
specifically  or  in  a  general  way,  such  as  *'To  "Whom 
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it  may  Concern."  It  should  contain  plain  facts, 
who  the  person  is,  how  long  known  I)y  the  writer,  in 
what  capacity,  what  his  training  is  for  the  positi(jn 
now  open,  and  other  like  information. 

The  language  used  should,  in  fairno.-s  to  the  ap- 
plicant, be  specific  and  detailed.  Va.gue  and  general 
statements  are  not  of  much  use,  for  they  betray  lack 
of  interest  or  confidence. 

The  open  letter  should  not  be  sealed  and  conse- 
quently only  general  statements  may  be  used.  There- 
fore, an  open  letter  is  of  small  value,  unless  tlie 
position  sought  is  a  minor  one. 

A  letter  sent  direct  is  one  which  the  person  writ- 
ing has  promised  to  send  when  he  allowed  his  name 
to  bo  used  as  a  reference.  It  should  have  careful 
consideration  before  being  sent.  It  would  be  well 
to  close  such  a  letter  with  **If  you  care  to  %vi-ite  for 
any  further  information,  I  willbe  glad  to  reply." 

An  ordinary  letter  of  recommendation  is  as  fol- 
lows : 

I  am  glad  to  give  my  opinion  of  George  Dohertv  in 
answer  to  your  letter  of  Mareh  2nd. 

Ho  has  been  in  our  employ  for  the  last  year  and  a 
half,  as  bookkeeper.  He  has  attended  faithfully  to  his 
duties,  and  has  taken  a  general  interest  in  the  business 
W^  are  sorry  to  lose  his  services,  but  are  glad  to 
reeommend  him  to  a  position  which  carries  with  it 
better  wages  and  an  opportunity  for  advancement. 

Letters  of  Introduction. 

Such  letters  should  show  clearly  whether  the  in- 
troduction is  for  a  specific  person,  or  for  the  general 
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18        HOW  TO  WRITE  BUSINESS  LETTERS 

purposes  of  acqiuiintaneo  and  frionaship.     Below 
are  examples  of  each : 

I  have  pleasure  in  introdueiriR  to  voii  Mr  C  R 
ii.'rron,oCRankin.s  Limited.  H..  would 'iilcc  to  liave  aii 
opportunity  of  studying  first-hand  yo.ir  well  known 
sys  em  of  deliveries  by  truck.  lie  'las  heard  from  me 
that  you  would  be  glad  to  explain  the  svstem  and  give 
him  the  benefit  of  your  knowledge  on  that  poitit.  Your 
invilation  and  kind  offer  o:  last  month  has  not  been 
lorgottcn. 

You  will  no  doubt  remember  hearing  me  sneak 
about  Mr  Tom  Dale,  who  is  leaving  for  Calgar>  to 
make  his  home  there. 

dr.  Dale  is  a  very  good  friend  of  mine,  and  I  am 
gl..d  to  make  him  known  to  you. 

Anything  you  can  do  to  help  *him  got  settled  and  in 
introducuig  him  will  be  considered  a  personal  favor. 

Asking  for  iNroPwMATioN. 

In  any  business,  as  well  as  in  private  life,  it  is 
oiten  necessary  to  write  for  information.  It  is  as 
ciiHicult  to  intelligently  ask  questions  as  it  is  to 
answer  them,  so  such  letters  should  have  careful 
attention. 

An  ordinary  inquiry,  such  as  for  one  firm  to  ask 
another  one  of  the  common  favors  any  business 
house  may  expect  to  ask,  or  to  be  asked,  sliould  be 
as  brief  as  possible,  for  instance : 

Could  you  teU  us  of  your  experience  with  Mr   R 
G.  Jones  of  Calgary. 
We  have  just  received  an  initial  order  for  $G00  00 

^""Jmn  nn'  "^^'^  ^°''  ^^  "^^''^  ^^^^^^  «»  ^^'^  this  amount 
— !|>.jUU.OO  was  prepaid. 

Your  kindness  will  be  appreciated,  and   we  shall 
be  glad  to  reciprocate  at  any  time. 
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LETTERS  ASKING  FOR  INFORMATION        10 

"VMion  the  inquiry  is  abopt  something  unfamilinr 
the  subject  of  the  inquiry  should  be  stated  first,  and 
followed  by  any  questions : 

May  I  ask  for  iaformntion  about  your  truck  costs 
BystomT 

What  items  do  you  figure  in  your  cost? 

How  many  (etc.). 

T  am  oTulcavo-inp  to  instal  nu  cfTh-iont  .  nst  sysfom 
and   as   I   had   hoard   your  systom   was  m  completp' 
naturally  turned  to  you  for  information. 

Any  help  you  can  give  mo  will  be  vorv  muf-h  an- 
prcciatod.  '  ' 

Always  enclose  a  stamped  return  envelope  with 
such  an  inquiry,  and  be  sure  and  send  a  letter  of 
thanks  for  any  information  given. 
^  Avoid  carefully  any  negative  suggestion  in  your 
inquiry.  Do  not  say  that  you  know  vou  are  askin'>- 
for  a  great  deal  of  his  time,  or  that 'vou  know  you 
should  not  trouble  him,  etc.  The.^e  plirnses  have  the 
tendency  to  irritate  although  courteously  intended. 

Giving  or  Refusing  Information. 

If  a  request  is  granted  give  the  information 
cheerfully.  ]\Iako  your  answers  as  brioHv  and  clear- 
ly as  possible.  Show-  courtesv  and  a  desire  to  be  of 
lurther  assistance. 

Granting  a  Request. 

Your  letter  of  March  16th  received,  askin^  about 
our  Truck  Costs  System.  " 

I  take  pleasr.rt'  ju  .s.'uding  you  various  forms  we 
use  in  compiling  the  costs.  These  will  probably  ex- 
plaui  the  System  better  than  I  could  by  letter.  * 

If  I  can  be  of  further  service  in  anv  way  please 
write  me  aga    .  -         .    f 
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20        now  TO  WRITi:  BUSINESS  LETTERS 
Refusal  or  a  IlLQirEsr. 

We  ropret  that  it  will  l,o  impo.v.ible  to  ^rnnt  the  ro- 
q«i  -St  contained  u,  your  iMtor  of  Mard,  24th 

aJnrlT'''''' ^^  this  nature  fo  bo  Riv.Mi  dimtworo  not 
figured  on  whoa  n.aking  our  annual  appropriation 

U  o'.ov:.nir^>''  ?  '■^:'^"  r''-^'  "'"'"'"'*''"''  contribution  to 
Zv.   X?-^       "^^   '"  ^^'^"trfal.     We  beliovc.  this  is 
mme  efrr,.t,vo  in  rea-hinp-  the  onJs  wo  both  d.   re 
^  No^doubt  you  wdl  ,.,  in  touch  with  your  Mom;^.! 

oZz  !r;tt^4'^<^t  r^"S!;n^""^^;r^  -- 

S V     st  f 'n,7H  ;;.'^---^-»F  appropriation  doe  '  not" 
^\i\Li  su(  n  pni)licatioi)s  ns  the  '"Siin"     w  ,  , 
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CIIAPTEU  III. 

GENERAL  LETTERS. 

OuDEtMNG  Goons. 

A  LETTER  of  tills  nature  should  bo  very  clear 
It  Rlioukl  contain  (1)  list  of  poods  ordered] 
(2)  How  to  ship,  (3)  Destination,  (4)  When 
to  ship.    If  necessary,  catalogue  reference  and  the 
number  of  the  order. 

It  is  practically  the  eanost  of  all  letter-^  M  write 
but  is  often  the  most  incomplete.  Because  tlio  writer 
IS  conferring  a  benefit  he  does  not  feel  obli-od  to  use 
care.  This  is  a  mistake  and  results  in  great  losses 
every  year. 

Each  item  in  the  specifications  should  bo  shown 
separately,  and  a  full  description  given. 

If  no  routing  or  method  of  shipment  is  specified 
the  shipper  may  choose  his  o^xn  route  and  method  of 
shipment  without  incurring  any  liability. 

The  date  of  shipment  should  bo  given,  if  desired  at 
a  future  time.  If  immediate  shipment  is  required 
say  *«Ship  at  once.'»  If  needed  in  special  haste  it  is 
always  well  to  give  a  reason,  so  tliat  the  need  for 
Jrarrying  shipment  will  be  impressed  on  the  shipper 
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now  TO  WKITE  BUSINESS  LETTERS 


R.   freight   to 


Please  ship    immodlatelv  by   C    P 
Alden,  and  have  the  railway  trace—" 
fi/OS.s  C.  Queen  Flour. 
2  cases  regular  size  Redno  Rolled  Oats 

lu  uiis  oraer  will  he  appreciated. 

REJriTT.iXCE=^  A^TD  ExCLOSURES. 

Currency  should  not  bo  sent  tlirono-h  the  nnil. 
Money  slionld  be  sent  in  tlie  form  of  an  Ex       s" 
Money  Order,  a  Postal  Money  Order,  a  Bank  Bra 

of  deposit"       '  ^'"'"'^  "'  '"''^'"^'  '''  '  -^^^«^^te 
Reference  should  ahvavs  be  nndp  in  fi,. 

ed^t'thlT^"  —  '^^"^^^^  "'^^^•^>'  ^^""^y^  be  mention- 
ed at  the  begmnm-  of  a  letter. 

do  tl,i..    Spo       •  ^ollr-J/r  r*'  '''"  *'"'  '•'•"'"  t° 
n.i.nnclor.tnncHl,s;o™?,.  '"'"'  °'''^'-  "^'■"™»  ""^  " 

M,  as  I  eiioloso  a  Postal  Jronev  Oi'dor  for  "iTv, 
in  sottlcmont  of  your  invoice  of  MttpI,  1. 1  i  .  ' 
discount  for  pavmont  with  n  /oven  d'.'  ''  if  'n 
be  noticed  tlint  it  is  not  nc—.^r,  (       ■  '  '''" 

^veII  as  fignres  wl.cn  referrh't  ?  '"  ^"''^  ™"'^  «« 

cheques  and  other  ne-otiable  nine    Jc    f'  ''  '" 
tn  «nv  "Thirfv  -;-  -n  ^7,     '^"'^  P'^P^J  JS  it  necessarv 
'      iiint}-r,ix  Dollars  and  80-100  ($35.80)." 


A^irs: 
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GENERAL  LETTERS 

ACKNOWLEDr.ING   OrDERS. 
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An  acknoAvlofl-mer'  ,  Iv-rii,;  hn  sent  as  soon  as  an 
order  is  roooived.  Th  >  s^nnv..  (]„>  customer  tliat  tho 
ordor  has  not  })OPn  lo;  t  ?  nd  U-'is  vm  when  shipment 
will  be  made,  etc.  It  ^huukl  p-,ntnin— (1)  Thanks 
(2)  Eeferenee  to  the  date  of  (he  order,  or  the  name 
of  the  article  and  th(^  customer's  order  numher,  as 
well  as  the  number  .G:iven  it  by  the  shipper,  (3)  Ship- 
pin?:  date,  and  other  data  of  the  order,  so  that  if  any 
mistake  has  })een  made  it  Avill  be  noticed,  (4) 
Courteous  close. 

Several  examples  of  acknowledgment  follow: 

Your  order  No.  just  roceiv(>d,  for  width  wo 

thank  you.  It  has  been  sent  to  our  warehouse  for 
immediate  shipment  and  we  assure  von  will  have  our 
careful  attention. 

It  should  reach  you  within  a  week,  but  we  will  have 
the  railway  tra.e  the  shipment  so  that  it  will  not  be 
held  up  in  any  manner. 

We  feel  sure  the  "Radnoi)"  will  rontinue  to  c^Ive 
you  entire  satisfaction."  '^ 

Your  initial  order  dated  ^larch  Mth  received  to- 
day, and  we  thank  you  for  giving  us  a  share  of  vour 
business. 

The  order  has  been  entered  under  our  No and 

instructions  have   been   issued   to   tlie   Shipping   De- 
partment to  give  it  particular  and  prompt  attention 

We  feel  confident  Mr.  Brown,  that  "Delta"  will  piyo 
your  customers  entire  satisfaction  and  the  result^  of 
_  your  handling  it  be  to  our  mutual  advantage.  Re- 
member we  stand  behind  every  package  sold  with  an 
absolute  guarantee.  We  hope  this  is  just  the  betrin- 
ning  of  long  and  pleasant  business  relations  with 
you. 
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HOW  TO  WRITE  BUSINESS  LETTERS 


It  thore  Ls  anything  not   ontirolv  in  order  do  nnt 

tngyT    °"'"  "■"  ""'■  "°™  •"=  Pl'->"-o  of  f„r;,ard- 
We  apin  thank  50,,  fnr  opening  an  a.-connt  with 

Zfjr  "^ ''"'  ™™ "»- "-  ;.oa.nr/:ri;v^j 

A  printed  postcard  should  not  be  used  to  ncknowl 
edge  large  important   orders   or   initin    Sne," 
Ordinary  orders,  however,  mav  he  acknowledged  in 
thjs^manner.     A  form  that  may  be  us^d  isf.en" 

Dear  Sir: — 
We  thank  you  for  voi-  order  Yo  .'^of         •     j 

hllr  unXtprratt'cr."  ""'■ ''''  '"  '~"'  -""  ■™" 

WhE«    ANOTHEn   ArtICLB    ,S    S.„SX,TCTK„    P0„    THE    S.MK 

Grade 

But  if  you  find  when  vn„  "^"^^^^  V"^.  ^0  our  price  sheet, 
entirely  s^irvn         ^,''",^'famme  it  that  this  doe«  not 

:t  to  u's  :tli^X^     ' ''"' '' ""'"'  ^'-  -^-" 
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G^INERAL  LETTERS 

When  a  Better  Grade  is  Substituted 
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It  has  boen  impossihle  for  us  to  suddIv  vnn  x-wi, 
he  exact  grade  of  Brush  you  desired.    R^t  e/ than  de 
lay  your  shjpincnf,  however,  until  we  re.e  ved  a  LI 

Too   IlEAVT  TO   GO   V.Y   EvPRESS-ClTKAPER   ny   FR^.^nT. 

forr?ha7thex^  eon^plotod  packing  your  goods,  we 
lonna  that  they  wore  heavy  enough  to  make  a  suf- 
fioientb-  large  freight  shipment.  We  have,  therefore 
taken  the  liberty  to  send  them  in  tliis  wnv  instead  of 
by  express,  as  yo-  ^gested.  The  changes  ^^I  be 
eonsiderablv  less  .  .  f^^i  =7,  "   "^ 

our  actian.  "  ^''^  '''''  ^''''  ^^^"  «PP^"ve 

Cannot  Send  by  Parcel  Tost,  Because  of  Regulation. 

Post  office  regulations  make  it  impossible  for  us 
to  send  your  goods  by  parcel  post.  We  have,  there- 
fore, taken  the  hb.rty  of  forwarding  them  to  you  by 
Express.  We  feel  sure  you  will  approve  of  our  action 
as  It  would  have  kept  you  waiting  some  time  had  we 
first  asked  you  for  further  shipping  instructions. 

Changed  Routing  to  Cheaper  Way. 

After  we  had  packed  your  goods,  we  found  thev 
could  go  just  as  well  by  parcel  post  as  by  Express.  We 
touk  aie  lihcrry,  tiu-reiore,  to  send  them  in  that  wav 
and  we  are  returning  herewith  the  difference  in  ear 
nage  charges  ($2.30)  which  we  have  saved  vou 


t 


If 


iff 
.lit 


26        HOW  TO  WRITE  BUSINESS   LETTERS 

II-VDER-RnMITTANCE. 

In  checkinnr  over  the  amount  you  remitted,  wo 
find  you  have  made  a  slight  mistake.  The  full  re- 
mittanee  to  eover  the  goods  you  ordered  should  bo 
$l::0.00,  whereas  you  liave  sent  only  $110.00.  W^' 
realize  that  this  is  simply  an  oversight  on  your  part, 
and  just  as  soon  as  we  reeeive  tli^  difTerenee,'  ($10.00\ 
the  goods  will  he  forwarded  to  you  at  onee. 

'I'he  amount  you  remitted  for  carriage  charges  wa- 
nct  quite  sufficient  to  cover  these.  Rather  tlian  keep 
you  waiting  until  you  could  send  us  the  full  .imount, 
we  have  forwarded  the  goods  collect,  and  we  are  re- 
turning herewith  the  full  amount  vou  sent  for  this 
purpose  ($5,00). 
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CHAPTER  IV. 
LETTERS  OF  ADJUSTMENT. 

THERE  is  no  doubt  that  a  certain  amount  of 
troiil)]o  Avill  o(^cur  in  every  business.  Even 
the  most  efficient  business  houses  and  the 
)Ost  of  firms  are  bound  to  make  some  of  the  count- 
less nnstakes  possible  wlien  sending  orders  and  re- 
ceiving goods.  An  invoice  may  be  checked  wrongly, 
goods  Will  be  returned  or  an  order  cancelled,  and 
ti-oul)]e  IS  certain  to  arise  at  sometime. 

Some  of  the  larger  Houses  have  a  "Complaint 
Department."  -Adjustment"  would  be  a  better 
name,  althougli  in  business  the  word  has  a  restricted 
meaning.  However,  the  general  term  ''adjustment 
letters  IS  the  best  to  cover  all  this  class  of  corres- 
pondence. 

It  is,  of  course,  much  simpler  to  ask  for  an  adjust- 
ment than  to  make  it.  The  seller  can  be  relied  upon 
to  investigate  and  settle  satisfactorily  in  most  in- 
stances, so  all  that  is  necessary  is  to  co-operate  by 
writing  all  the  facts  clearly  and  briefly,  with  a  re- 
quest for  attention.  The  subject  of  the  letter  should 
.'ome  first  as  in  the  following  examples  :— 

We  have  not  yet  received  our  order  dated  May  10th 
aetaov.Icdgc'd  Ma>  13ih.  It  was  for  immediate  ship- 
ment and  sliould  have  reached  us  before  this 

Please  give  the  matter  your  attention. 
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28        HOW  TO  WRITE  BUSINESS  LETTERS 

Our  order  of  May  15th  for  20  bags  of  flour  has  not 
bm.  received,  nor  have  we  an  invoice  showing^hip- 

You  acknowledged  this  May  18th  and  told  us  it 
would  b.  shipped  within  three  days.     Unless  1?^? 

tTdayf  ago'"""*  '''  ''''''  ^^'""'^^  ""''''  ^^^^^^  us 

^   If  not  already  shipped  please  forward  at  once  and 
lollow  with  a  tracer. 

When  soiious  trouble  has  resulted,  or  a  claim  must 
be  presented,  the  facts  need  only  be  stated  briefly 
ano  clearly,  but  without  discourtesy. 

m7^9  ^^^Y  '"^  °'^,  °'"'^*'''  ^°^  yo"^  filing  Cabinet 
JNo.  IZ  has  lost  me  the  sale,  as  my  customer  could  not 
wait,  lou  will  doubtless  remember  our  correspond- 
ence on  this  subject. 

ordere""'    *^'^''''^^^^'   holding    the    Cabinet    for    your 

To  emphasize  trouble  details  should  be  gven  fully 
but  not  repeated.  If  possible  suggest  causes  for  the 
trouble  as  this  will  have  a  powerful  effect,  showino- 
as  It  does  that  the  writer  knows  what  he  is  talking 
about,  and  has  not  merely  made  a  hasty  "kick. " 

We  have  had  repeated  trouble  with  orders  you  have 
sent  us  for  the  last  two  months. 

fy?Z  !J''^'''  "f  ^^V^  ^^^  '^^'  ^*^^y  P««^1J'  ^'^ated  and 
the  goods  contained  were  so  damaged  that  we  could    ' 
not  use  them.  | 

Our  order  of  April  24th  was  short  sliipped,  and    \ 
when  It  was  sent  one  article  was  not  what  we  ordered.    ■ 

auch  accidents  arc  always  annoying,  and  when  they    ' 
occur  four  times  in  three  months  they  are,  you  will 
agree,  too  frequent.    We  have  found  you  ready  to  make 
setiiement  for  our  looses,  but  prefer  satist'action  to 
settlement. 
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Unless  you  can  give  us  reasonable  assurance  that  we 
sliaU  not  be  subjected  to  a  repetition  of  this  treatment 
Hoi^e  ^    ^^^"^  *""  transfer  our  orders  to  another 

To  neglect  correspondence  is  a  most  serious  of- 
fense m  business  letters.  It  is  recognized  so  well, 
however,  that  merely  calling  the  offender's  atten- 
tion IS  to  make  tlie  request  sharp  enough. 

tn  ^!?'' J'^!""  ^^""""^  ^'""^  °^  ^P^il  10th  asking  you 
to  give  attention  to  our  shortage  claim 

fn7t  'T'^'^  ^?^  *i°  ^'^"^'^  ^^^  "'^"^^  ««"led  at  once, 
ZiZ  r  ^^f!^>'  ^^J«  Paj-ment  to  our  customed 
lor  the  value  of  the  shortage. 

If  still  neglected,  a  letter  as  follows  may  be  sent: 

Will  you  please  give  your  immediate  attention  to 
our  correspondence  on  the  subject  of  our  order  of 
March  oth. 

On  March  24th  we  wrote  you  at  length  informing 
you  of  the  shortage  and  sending  you  the  Railway'! 
Expense  Bill  noted  as  to  the  shortage. 

On  April  10th  we  wrote  you  again  saying  that  we 
had  already  paid  our  customer  for  the  loss  he  incurred 
ana  ttiat  we  wished  to  be  reimbursed. 

No  reply  to  these  letters  has  been  received 

Unless  you  write  us  immediately  on  this  matter  we 
shall  ask  you  to  cancel  aU  orders  for  us  that  you  may 
have  on  hand  unshipped.  ^ 

In  cases  where  repeated  neglect  is  given  corres- 
pondence the  only  thing  to  do  is  to  stop  dealing  \\dth 
such  a  firm.  Never  get  angry  in  a  letter,  for  it  is 
useless  to  do  so.  On  the  other  hand,  an  angry  letter 
IS  usually  a  confused  one  and  the  House  which  made 
lie  mistake  needs  clear  statements  to  help  straighten 
out  the  trouble. 
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HOW  TO  WRITE  BUSINESS  LETTERS 


Du      h?ho'  i    ?  ''Testing  adjustment  does  not 

^sliow  himself  more  eourtoous  than  you,  bv  writing  a 
courteous  reply,  or  to  give  him  a  good  laugh   oMo 
get  angry  in  return  and  so  neglect  your  complaint 
Kemembor  business  is  service  not  tvarfare 

ll.e   seller   and   shipper   has    the   more   difficult 

rob  em  in  making  a  satisfactory  adjustment.    He 

as  the  more  accurate  knowledge  and  presumably 

the  grea  er  pr<,ru.    He  should  recognize  that  in  evem 

and  to  ^  IS'  "^'n  ^"'^  ^'  ''  ^'^'P  «"*  "»^  ^^«tome 
and  to  giyc  him  the  best  end  of  the  bargain. 

iJiere  is  a  great  opportunity  to  strengthen  the 
rsonal  relations  by  a  clear,  intelligent,  fourteou 
a  Id  generous  letter  of  explanation,  or  adjustment 
01  dilhcuhes.  It  is  a  well  known  fact  that  U  iX 
easiest  tiuiig  ,n  business  to  lose  a  customer  and  the 
liardest  to  get  one.  There  is,  therefore,  more  at 
s  ake  in  writing  an  adjustment  letter  than  mere 
abstract  justice.    Keep  in  mind  the  next  order 

An  accurate  system  of  receiving,  fillmg  checking- 
ana  shipping  orders  sliould  be  i^  use.  ^definite 
d^t'T'f  f  ^  <i--llowing  claims  adopt  d 
A^i  exact  record  of  every  transaction  kept.     The 
customer  feels  the  force  of  these  safeguards  ex! 
pressed  in  the  letters,  and  should  receive  the  su^ 
g.^s  ion  that  these  safeguards  are  for  him  too     I^a 
Iou.e  IS  careless  m  granting  claims  or  too  profuse 

soTlT'' ''  ^''''^'  ^  b^d  management,  that  w  1 
some  day  cause  a  loss,  for  the  customer      Conse- 
quently, good  writers  of  adjustment  letters  should 
make  specific  statements,  and  refer  to  facts  that 
have  been  promptly  and  accurately  looked  up 


LETTEliS  OF  ADJUSTMENT  31 

Of  cursu,  t,uul,l„  6li.,ulU  bo  settled  with  the  least 
1  oss.b  e  loss  to  tl.e  Jlou>e.  J„  .Icclh.in,'  „  c laT,,, 
show  bat  .t  is  asai«st  the  policy  of  1  ""llouse  ,' 
grant  .fa,,,!  that  those  policies  are  iu  the ""teres  s 
of  all  and  cannot  be  easily  set  aside.  When  l"-a«tTn^ 
a  favot-  n.ak„  .t  plain  that  the  House  is  giad  ,0  gi"! 

It  is  often  the  case  that  when  a  customer  wishes 
to  return  goods  for  any  of  the  variou  p,^^sii^e 
reasons,  a  lower  price  or  better  terms  wi^be  e  oS 

<  ilr:;'"""  ^T '.''"' '"  k^^'p  them,  ,hu  sa^rt 

least  transportation  char<res     Or   rwMi..,,.  »"'' 

euston,er  in  that  vieinity°:ui  tal'e'^t    ',  ''Yf"  tk' 

Mp'our  Mend.""'  "''"  '"'"''•  "'^^  »"  "'->»  *\-^  to 

Under  these  cirenmstances  wc  are  wiliin.-  to  exten.l 

the    erms  on  tlus  shipment  from  the  usua^SO  d™  to 

excels  «a;™°°  •™"  ^'"^'"  "^  '"  ^■■^f-  °'  «,>': 

•iS.'"  T^"«°"^   '''O™""'   Suite.,:     The!"  ill   S' 
tit;  Trade'!""'  ""=  °'  '"»  '>-'  "esignsTve"!™ 

It  is  foolish  to  get  angry  even  though  some  of  the 
letters   request.ng  adjustment   show^  carelessness! 
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32        HOW  TO  WItlTK   BUSINESS   LETTEIIS 

ignorance,  and  border  on  dishonesty,  being  enough  to 
try  the  patience  of  anyone.  Keep  replies  courteous 
and  carefully  look  out  for  the  customer's  interest 
without  violating  the  House  fn)licy,  and  the  most 
unreasonable  of  customers  will  learn  to  write  more 
reasonable  letters.  Remember  the  written  word  ap- 
pears far  sharper  than  if  it  were  spoken,  and  even 
where  there  is  an)plo  justification,  clear  (he  House 
side  without  discourtesy. 

An  example  of  a  courteous  reply  written  to  an 
irate  customer: 

In  response  to  your  letter  of  May  Gth,  we  are  glad 
to  tell  you  that  your  order  for  Kitchen  Cabinets  went 
forward  the  same  day,  so  that  the  invoice  should  have 
reached  you  by  this  time. 

These  L\  1  -nets  wore  sent  uirect  from  the  factory, 
taking  n:  )r  ;  me  tlian  if  tiiey  had  gone  from  Toron.j! 
\\  e  are  usually  able  to  avoid  delay,  and  maintaiu  our 
reputation  of  being  the  most  prompt  shippers  of 
furniture  in  the  country,  on  account  of  the  great 
capacity  of  our  warehouses.  Even  in  the  present 
instance  we  have  done  better  than  the  trade  can 
usually  expect,  for  there  are  no  furniture  manu- 
facturers who  accept  orders  from  the  retailers  or  job- 
bers without  the  understanding  that  a  delay  of  three 
or  four  weeks  is  to  be  ircurred  in  the  filling  of  orders. 

We  hope  your  orders  with  us  will  continue  to  grow 
larger,  sc  that  you  will  have  an  opportunity  of  proving 
the  truth  of  this  statement. 

Satisfaction  guaranteed  is  the  policy  of  some 
firms.  They  follow^  the  general  principle  that  ''the 
customer  is  always  right."  While  it  is  hardly  wise 
to  adopt  such  a  policy  entirely,  the  benefit  of  the 
doubt  should  be  given  the  customer.  A  generous  but 
not  extravagant  policy  is  the  best,  and  it  should  not 
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bo  set  asido  unloss  somo  vory  InrRo  i.,sno  is  at  stake 

In  granting  a  e)ai,n  <lo  =0  nt  ll,o  hoginni,,.  Ta 

lettor  and  m  «  el,oo.f„l  mannor.    If  tl,o  oustomer 

.s  nrst  sl,„wn  tlmt  ho  is  wrnnu-  and  aflo.-       ,n,l 

■oqnost  grantod,  tho  favor  will  bo  loss  ann  vl  "rf 
than  If  U  were  not  grudgingly  mado.    An  oxampi' 

drfss'  sTthat  'r^'"'''  "' f  '^^  ^^^^  -^'^  P"t  0^  the 
In  refusing  a  claim  it  is  best  to  do  so  at  the  first 

l>oods  of  this  cliaractnr,  iiitmded  for  Dersonal  i,.. 
^bLn?/""'""  ■""■■•  '•''""■"■  "O  that  we  have  beon 
for  ?redi.°  """  "  ■'''«""""'"  "^'"i"^'  «-»Pt"'8  them 


1 


We  regret  to  inform  you  that  your  claim  for  *ifi  on 
damag^e  on  good,  deln-e.-ea  aJi  anilZtt'S 

<,J^  ^^^f/^'  *^^*  "''  shipment  left  our  warehouse  in 
good  condmon  and  was  delivered  in  good  londittu     o 
that  If  ,t  ,s  damaged  the  responsibility  is  not  ours 
We  hope  you  will  be  able  to  locate  the  responsi- 


;ft.J- 
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T-offors  nsklnu:  for  ndjiistmont  slionld  ho  nnsworcd 
pn.rnptly,  ov-n  if  IImto  l.ns  not  boon  pn  opportunity 
to  .nyosti^rato.  Do  not,  l.owovor,  nso  Inn.^un^^o  thnt 
can  be  intorprdcd  «s  ndniittin^r  the  justice  of  t}»e 
piaini. 

^Vo  slKill  ffiv,.  our  immodint..  nttontion  to  vour  n-- 
(]Wt  of  J„„.  m,  nw\  prnniiso  yn„  o'lr  caroful  m- 
vv.t.s'a.on.  W.  },avo  not  y.f  had  timo  to  sift  the 
atTa.r  horonphly,  h„t  wo  sh.-.1l  hav.  the  fn-ts  i„  hand 
"1  another  day  an,1  will  writ,  yon  immrdiatnly. 

I^V(^sti.,^ato  promptly  and  find  out  wlio  is  to  blame 

Thn  r  ;'■;'  !  "  IT*'"'!'  '^'"^^'-  ^''  ^'"^t  state  flatlv  in 
the  first  letter  that  tho  customor  is  wron-  even  if  he 
IS,  but  )nerely  (piote  the  records.  If  the  customer 
makes  trouble  Avhen  he  is  certainly  ^yronI;  it  will 
then  be  time  enon.oli  to  make  absolute  statements 

J^o  not  write  va,-ue,  careless  letters  of  adjustment 
i^  HAY  hy  concrete  farts  what  the  error  is  and  ex- 
plain liow  it  is  to  be  amended. 

is  l^eiT--^^'''  *'''"^^''  '^  '^'°^'^  ""  '''"'^'  ''""''''*'  ^^^"^'" 

We  eould  not  send  that  item  of  your  order  No 
L'O;!,  (•allin-  for  Bill   Books.  '      °- 

VVe  cndoavored  to  ohtain  the.so  for  vou  from  Mc- 
Cl.ircs  Limjted,  but  without  su<'cess       * 

Enclosed  is  a  price  list  which  should  haye  been  sent 
jv.th  our  letter  of  June  ](;,h,  hut  wlueh  was  omitted 
throufcdi  an  error  on  the  part  of  one  of  our  elerks 

Wliere  the  trouble  is  more  serious  a  lon-er  letter 
going  more  into  details  is  best : 

Your  letter  of  June  2nd  has  been  referred  to  this 
office  for  attention.  We  are  indeed  sorry  vour  letters 
haye  been  answered  in  a  dilatory  fashion.'  This  mat 


ter  has  been  vigorously 


invcbugated  and  we  feel  sure 


a 
f 
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our  scrvcc  nn.l  ti>     ,..     I  .  •"iii.ii,it('([  ln)tti 

'  MiMti   and  tl...  wrak  spots  stn'n-||„..u..l. 

your  .„„,,„,„  „  „„.  ,:->.^'^i  :;,::;■;;,::;;'-"  •"-"' 

It  i»  Iho  p„li,v  ,„■  ,„ir  II,,,,.,.  ,     ,.,     I     .    .  ;    .      . 

Sn^"  „';;V""-'  "'■"""■'  »"■■ '.  ">  '''r.' i"  I '  :'r 

values    and    niotv    .(.iirtoon.s    trcafincnt     t  ...f 
l^.-.usa.r,.at..por,ionof,hnrp;;':;^^^^^^^ 

(Jemoi.strHfr.  our  a  .  litv  t     Ln%  ^"*"'*^'   *" 

\Alion  (1,0  mistake  is  the  customer',  put  first  ii, 
he  letter  .son,ethin<.^  pleasant.  For  example  if  ]  e 
•as  ma.Ie  a  mistake  in  fillin,^  out  Ins  o  der'  L 
tl.ank  Junj  for  the  order  and  then  state  the  fa;t  'I 
^nr^usly  as  po^ihle.  Do  not  su^.est  1^^^  .^ 
that  he  IS  i-norant  or  careless,  but  trv  and  sno-o-est 
a  way  out  of  the  trouble.  ^^^SS^^^t 

Several  letters  follow  for  illustration  :- 

Possibl.v  vou  are  not  using  water  ivilh  tl„,o  lullcr, 
vil    be  dLSh-e';,"'"'"  "?,  ""■"•t'"'"  '-".  "«  Poi  o  .- 
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As  we  knew  you  urgently  required  the  Spring 
Hats  v,-e  made  a  selection  and  hurried  the  shipment 
forward,  although  we  had  not  been  informed  of  the 
sizes  desirorl.  We  hope  they  will  be  quite  satisfactory. 

y.J,T^  l'""  "^'^""®  ^''^  ^^^^^^^  j"«t  after  the  Eats 
had  been  forwarded.  Although  we  do  not  believe  you 
wou  d  be  overstocked  by  carryi  .g  several  of  these 
excellent  values  we  shall  withhold  shipment  of  the 
size  /14  until  we  hear  from  you  further. 

We  thank  you  for  your  order  recentlv  received  It 
went  forward  by  Dominion  Express  on  May  26th  'and 
we  hope  It  reached  you  promptly  and  in  good  shape. 

We  were  unable  to  make  shipment  of  the  paper 
napkins  for  the  reason  that  prices  were  omitted  and 
incorrect  stock  numbers  were  given.  When  next 
ordering  we  hope  you  will  include  these  items  re- 
ferring to  our  catalog  for  the  current  month,  for  stock 
numbers  and  prices. 


ceiled.''  ^'"^  ^"""^  '"'^''*  ^°''  ^P"''^  ^**«  j'^^*  ^«- 
We  were  unable  to  proceed  with  the  order,  as  the 
stock  numbers  of  the  hats  were  not  given.  If  you 
would  be  kind  enough  to  state  just  what  stvle  vou 
wish,  we  shall  gladly  make  immediate  shipment 

Your  order  of  May  16th  received,  and  we  hope  to 
give  you  entire  satisfaction  in  filling  it  ^ 

At  present  we  are  holding  shipment  awaiting  your 
decision  on  the  item  b  y^ui 

14— 12— B  Brown  Denim 
That  number  in  our  catalog  refers  to  Brown  Madras 
If  you  wish  Denim,  we  shall  ship  it  at  once  upon  re^ 
receipt  of  your  letter  telling  us  what  grade  of  Denim 
you  wish. 

When  writing  a  suspected  dishonest  correspond 
ent  make  the  letter  confine  itself  to  a  statement  of 
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facts  and  of  the  wrliar-"^  ,,     -a- 

them.    Below  s  a  wri  ten  t?  ™'?  '"'^"'*  '° 

habit  of  making  dishlJcrt "llims"     """•™"  '"  "■" 

yo7?e,Zed  Titf,  ""'  "'^«*.  I'<-8i'«e^"  Which 
Register  is  S'c-h^f  »Pon  examming  it  tl.at  this 
you  ordered  eond.fon,  ,,„J  is  e.vac-tly  what 

rep^esertSivraTd'that'tt'™"  If""  •™"  "="  -'">  »- 
that  we  p„..i;er.S  Ira^c^^l^ir  ^^^0"?" 

wi'm,:?i^y„Sij;^;rr;;"'''';,' '"  "^^  ■™"°  -"'i- 

turn.  ^        ^"^  ^""^  ''^-  ^^'ill  not  accept  its  re- 

position  you  wish  made  of  it  "'  ""^^^  ^^■^- 

not  satisfactory  let  us  knoiv"  .1  ^  *^^^  ^^ 

ation,  as  JfrSL^JX".  °^  "'■^'  ^"P-^" 

iustaerfettet'ti'.:f  :3T' '"  ''"'t  ^-^"'"P'-  »f  "d- 
be  written  eve^n  a  :t''T''''°'""^'=^^^''^y  *" 

Adjustment  Le'tter     o    '  rpL^nare  J  ^^'^'""^"-"K 
the  chief  situations:-  ^    '^    "  ^"""^  <"'^'<'"ig 

o«?^wrr.ttT;,!'r":c'„tit,;™ir "  ^"'^  «» 

June  nth.    w/a,.e  „„>f  ^aijii-^t  ^r'  Sf^ 


I- 1 


■*'>^ 


^1 


'*f 


•i, 


:.l    ^  L- 
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when  our  Traffic  Department  will  trace  it  through  to 
Cornwall. 

We  are  sorry  the  delay  oeeurred,  and  hope  the  car 
will  have  a  record  run  in  transit. 

In  response  to  your  letter  of  April  6th,  we  takf 
pleasure  in  informing  you  that  your  order  ha.s  already 
been  shipped. 

The  goods  should  arrive  within  the  next  few  days 
but  if  by  any  chance  there  is  a  delay  in  transit,  pleaso 
let  us  know. 

Your  ord.T  for  Associated  Canned  Fruit,  inquired 
about  in  y,  ir  letter  of  April  12th,  is  in  the  hands  of 
°"^ii7    u^^"""  Department,  and  will  go  forward  to-dav 

We  hope  the  shipment  will  reach  you  promptly.   " 

Upon  receipt  of  your  wire  we  in  turn  telegraphed 
our  mdl,  and  learned  just  now  that  they  were  unable 
to  ship  your  ear  before  April  26th. 

We  know  you  are  in  a  hurry  for  the  flour,  and  so 
have  instructed  our  \varehouse  here  to  smd  you  a  few 
barrels  to  keep  you  supplied  until  your  car  arrives 
Phis  small  lot  will  be  invoiced  on  the  carload  basis. 

We  are  indeed  sorry  that  your  order  for  Refri«^er 
ators  has  been  delayed,  but  we  have  been  simplv 
snowed  under"  with  orders  the  last  month  or  two      ' 

The  first  part  of  your  order  will  go  forward  to- 
morrow, and  you  can  rest  assured  the  balance  will 
tollow  as  soon  as  possible. 

Your  letter  of  March  26th  received,  and  we  a^-ain 
wrote  our  mill  urging  tliem  to  do  everything  in  their 
power  to  arrange  earlier  shipment  of  vour  order  than 
April  10th.  From  the  present  outlook  it  does  no^ 
seem  possible  they  will  be  able  to  better  this  promise 
but  if  we  receive  any  information  of  importance  we 
will  let  you  know. 


ws^  ^mm^^m^sm^mmm 
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have  ouMmofe'SVatt^nttr'  ""™  '"^  "■"""  -" 

will  go  forward  V  a  Cv\  l^     ,   ■"  ""  ^''"  "'''""^ 
yoi.r  requ™  '^^  "■  ''"''"*•  '"  '"!™''dance  with 

fores^rrer„?i^trr;sro^?,ra,:'^'^  * 

,;^r^'^^  *''™  '"''''™'  "''«™  against  tile  Transnorta 
t.on  Company  and  credit  yonr  aceoimt.       '^'P"'"" 

As  requested  in  your  postcard  of  Mnv  inft,  „ 
fi.,?K.''-*'''l.''"™'"''"'  '^'^  hope  yon  will  have  no  dif- 

2n7LTt^'Sr';e::Syir  3^"^^'!?:  °'  ^^ 


■^1 

.'■■il 


.1. 
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We  shall  be  glad  to  make  a  reasonable  allowance 
to  cover  the  cost  of  repairs,  or  if  you  do  not  think  the 
chair  can  be  repaired  you  may  return  it  to  us  at  our 
expense,  and  we  wik  credit  your  account  accordingly, 
dedre.  ^'""^  ^  """^  °"^  '"^  exchange,  if  you 

Ju^\th^°^  ^°^  ^°^  ^^^^  remittance  of  $416.80  of 

hlV^'TH''''  ""'l^  "''  '^^^«^«  to  th«  Feed  we  would 
half  J    If  J  '''I  ^"^'^  ^'"^  '-^  '^^'"^  i^  y^^'  0^  be 

Sg  from'the^Ra^rwaT  "''  ''"  '°  ^"^'^^  ^^  ^^^- 
If  you  desire,  Ave  shall  be  glad  to  enter  the  claim  for 
you,  and  m  that  case  we  would  ask  you  to  notify  us 
and  cancel  all  proceedings  in  your  own  name.  Also 
cSm"^         necessary  documents  to  substantiate  the 

We  await  your  instructions. 

We  shall  be  glad  to  furnish  without  charge  the 
parts  of  tlie  Reaper  which  you  report  missing,  in  your 
letter  of  June  6th. 

Please  send  us  at  once  the  inspection  card  which  was 
packed  with  this  Reaper,  so  that  we  may  investigate 
the  shortage  at  the  factory. 

We  were  very  much  surprised,  and  very  sorrv  to 
learn  from  your  letter  of  March  12th  that  the*]ast 
Flour  shipped  you  is  not  satisfactory.  Please  return 
to  us  by  freight  at  once  the  quantity  you  have  on  hand 
and  let  us  know  if  we  may  have  the  pleasure  of  ship- 
ping you  an  order  to  replace  it. 

We  do  not  want  you  to  think  that  Star  Flour  is 
poor.  Perhaps  the  trouble  is  that,  as  you  probably 
know,  being  freshly  milled  it  has  not  the  strength  of 

tTh  n?f.f  '"'•  ^^l^r"\^^  ^'^  practically  no  com- 
Iufi"i^^^  T'  '^T:*'  ^^^^?''Sh  thousands  of  barrels  were 
Shipped.     Sometimes   the  yeast  or  other  ingredients 
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used  when  baking  are  the  cause  of  diffienlfv  ;„  f       • 
out  a  good  batch  of  broad      tL  l.w  »    -^  i"  turning 
part,  is  usually  blamed  """"  ^"'"^  "^^  '"'''" 

bread  he  ha    to  dav  is     ,    i     ^    "f  ^^  *^^"  "'^  *^^^t  the 

Try  some  of  tbk  I  t      I     ''  ^^'  ''^'^  "^'^^  ^""^'-^d  o"t. 
ii^  home  ot  this  later  flour.    We  can  ^.h.'rv  .-f  0+ 

upon  receiving  your  instruetions  ^  '*  ""^  '°'' 

of  M'af  ?6?h  t£af  Z/V-^°^^f  ^"^^^  °^  ^our  invoice 

o^s,  t  wLU^^L^srd  tTSr^:^. ''-'  ^'  ^^"^^^ 

of  tirm:  ''"^  "'  '"  ^"^'"^'^  ^^^  *^^«'  -«  ^ve  can  dispose 

you'^tef :? M7'^m\ou''  ''^  ^^^  '^-^  «^  - 
the  5  cases  of  RoLd  Oat,  !  "'  *^^^.  ^'"^  ^"^  ^^^ep 
of  May  16th      At  t  ''"*  ^'^"  ^'*^  >'our  order 

involcTfJr  them      '  "'  ''^"'''  ^«  ^^«  ^^^^^sing  an 

perfect  as  we'^e^n  devfs  and  ''i!^  ''''*'"'  ^'  ^'  "^^^^-^ 
we  trace  it  do^  and  In  ^^T  ^"  ''"°^^^  "^^^^ 
renptitinr,  "^^^  and  do  our  utmost  to  prevent  a 
repetition.  Accordingly,  we  shall  tmr  r,^*  A^^'^venr  a 
cause  to  notify  us  of  k-Jl  •  ^  "*^*  *^  ^'^^  you 

orders.  ^        ^  *^''  happening  in  your  future 

We  shall  try  to  reciprocate  your  kindness. 

yo.  lettef  air^  n.Tr:;r:sa  ^^^ 


:■  I;  * 
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The  Canadian  Express  have  just  notified  us  that 
they  have  on  hand  at  Delhi,  a  package  addressed  to 
you,  which  we  shipped  on  May  18th. 

We  would  suggest  that  you  call  at  the  office  and 
accept  the  shipment,  as  the  Express  Company  are 
pressing  us  for  disposal. 

We  are  in  receipt  of  your  letter  of  May  16th,  and 
will  do  all  m  our  power  to  help  you  straighten  out  the 
shortage  you  report. 

Apparently  the  shortage  occurred  while  the  ship- 
ment was  in  the  hands  of  the  Transportation  Com- 
pany, although  you  report  the  Expense  Bill  only  call- 
ed for  the  number  of  bags  you  received.  A  copy  of 
our  original  Bill  of  Lading  is  enclosed,  from  which 
you  will  notice  the  number  invoiced  was  shipped. 

Please  take  the  matter  up  with  the  Railway  Com- 
pany and  let  us  know  if  we  can  be  of  any  assistance. 

We  have  received  your  letter  of  May  16th  reporting 
shortage  on  our  invoice  of  April  26th. 

So  far  we  have  been  unable  to  discover  why  these 
goods  did  not  reach  you  with  the  rest  of  the  ship- 
ment. Our  records  show  that  the  order  was  checked 
and  rechecked,  counted  and  recounted,  and  shipped,  a 
system  so  exact  that  it  usually  prevents  any  errors. 

We  shall,  therefore,  await  your  confirmation  of  this 
shortage,  and  ask  you  as  a  favor,  in  the  meantime  to 
make  another  investigation  to  insure  that  these  goods 
have  not  been  placed  in  stock,  or  applied  to  an  order 
without  the  knowledge  of  the  person  who  checked  up 
the  invoice.  Mistakes  will,  of  course,  occur  at  both 
ends  of  the  line,  and  we  shall  be  very  glad  to  allow 
your  claim  if  the  items  do  not  turn  up. 


CHAPTER  V. 


CREDIT-LETTERS. 

PRACTICALLY  all  business  is  done  on  credit 
for  only  a  small  percentage  of  goods  sold  are 
paid  for  on  delivery.    The  credit  pt,^  if  I  v^ 

xiiifc,  a  personal  conversation.     In  'inry^a  «*  +u 

a  welcome  and  to  make  a  sales  appeal.  ^^^ 

i-here  are  numerous  sources  nf  prori.-f  ;^f 

^i-t  to  the  :^C:Jc  i^rr^ta^t 


'% 
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a  blunk  statement  is  tlien  usually  sent,  which,  when 
filled  in,  indicates  all  the  details  of  the  applicant's 
financial  situation. 

The  customer  if  approached  correctly  should  be 
willing  and  eager  to  co-operate  by  furnishing  this 
information.  It  is  only  reasonable  that  he  should 
supply  it  and  it  is  in  his  own  interests. 

A  sample  blank  statement  is  shown  on  page  45. 

When  credit  relations  are  opened  the  opportunity 
begins  for  credit  education.  The  letters  sent  should 
constantly  impress  the  importance  of  reg-ular  pay- 
ments, the  carefulness  w^itli  which  credit  standing 
should  be  guarded,  the  seriousness  of  the  whole 
complex  credit  system,  the  danger  of  over-stocking. 
The  advantages  in  taking  the  cash  discount  should 
be  shown,  and  the  customer  urged  to  do  so. 

Summed  up  the  chief  points  in  the  credit  education 
by  a  wholesale  house  are  as  follows : 

(1)  Extending  credit  is  an  important  and  serious 
matter. 

(2)  The  interests  of  both  in  maintaining  sound 
credits  are  identical. 

(3)  When  in  dilliculties,  write  frankly  to  the 
House  and  trust  to  their  knowledge  and  goodwill. 

(4)  The  House  can  give  iielp— (a)  In  showing  the 
right  proportion  between  assets  and  liabilities,  (b) 
In  showing  what  amount  of  buying  will  lit  this  pro- 
portion, (c)  In  advising  about  market  conditions 
that  should  aft'ect  buying. 

(5)  In  helping  out  of  difficult  situations. 
Credit  cannot  be  discussed  so  frankly  with  retail 

customers,  but  occasionally  there  are  chances  af- 
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forded  for  credit  educntioii.  Such  discussions  should 
be  tactful  and  impersonal,  and  should  bo  with  re- 
ference to  general  conditions. 

The  tone  of  a  credit  letter  sliould  be  dignified  and 
definite,  as  well  as  friendly.  A  sound  conservative 
letter,  as  would  properly  be  written  by  a  man  of  re- 
sponsibility and  character. 

They  should  be  very  careful  not  to  offend  unless 
it  is  imperative  to  give  sharp  treatmer..  Such  tact- 
less phrases  as  ''We  do  not  doubt  your  honesty," 
**AVe  regret  you  are  offended,"  or  "We  are  sorry 
you  have  taken  offense,"  are  almost  sure  to  upset  a 
customer.  It  is  just  as  easy  t^  say  "We  do  not 
doubt  your  good  intentions"  or  "We  regret  that  you 
have  misinterpreted  our  attitude,"  or  some  other 
phrase  that  does  not  suggest  the  possibility  of  wrong 
doing  in  the  man  being  written. 

Above  all  a  policy  of  frankness  should  be  adopted 
in  discussing  important  credit  matters,  and  of 
regularity  in  insisting  upon  attention  to  requirf 
ments,  such  as  filling  out  statements,  giving  persor 
information,  and  observing  the  terms  and  amount  ,£ 
credit  established,  by  the  House.  Such  a  policy,  if 
maintained  from  the  first,  will  not  give  offense,  even 
to  over-sensitive  customers. 


A  Letteb  Granting  Credit  py  Wholesale  House. 

The  order  whi< '^  you  gave  Mr.  Sloan  on  January 
16th  is  much  appi_>;iated,  and  will  be  forwarded  with- 
in the  next  day  or  two,  from  our  North  Bay  ware- 
house. 

We  are  going  to  do  everything  possible  to  see  that 
there  is  no  hitch  in  the  delivery  of  this  first  order  of 
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yours.    When  it  louvvs  the  warehouse  we  will  have  the 
railway  tollow  it  by  tracer. 

Mr.  Sloan  when  in  the  oOiee  here  Saturday  spoke  in 
such  a  way  of  you  and  your  business  us  to  leave  no 
doubt  in  our  minds  that  our  relations  will  be  most 
pleasant.  1  he  usual  mercantile  reports  in<ii.ate  that 
your  standing  is  very  fortunate. 

You  are  no  doubt  familiar  with  such  blanks  as 
those  enclosed  and  will  help  us  in  the  policy  we  main- 
tain for  the  sake  of  our  customers,  as  well  as  our- 
selves, by  filling  in  the  required  information  and  send- 
ing them  back.  This  policy  of  ours  in  goinjr  direct  to 
the  customer  for  more  detailed  inforraation  than  the 
Agencies  can  give,  is,  we  believe,  in  the  best  interests 
ot  all  concerned. 

Looking  forward  to  permanent  and  mutually  bene- 
ficial business  relationship,  we  remain, 
Yours  truly, 

Letter  From  a  Retailer  to  i  Wholesale  House  Asking 
For  a  Greater  Credit. 

You  wiU  probably  have  noticcu  that  my  last  order 

Inon'nr^^^,^''"^*?-^.^  P''''^°"«  °^«'  also  exceeds  by 
$000.00  my  old  credit  limit.  I  therefore,  thought  a  full 
explanation  was  due  you. 

For  the  past  six  months  my  business  has  been 
steadi  y  mcreasing,  so  that  in  order  to  keep  a  complete 
stocK  I  had  to  keep  ordering  more  often.  Even  so  I 
found  myself  very  short  at  times.  Rather  than  lose 
trade  I  therefore  decided  that  I  would  have  to  order 
in  larger  quantities-I  do  not  want  any  extensions,  but 
only  a  larger  line  of  credit,  say  an  increase  of  $600  00 
over  the  old  limit. 

You  have,  perhaps,  my  last  statement,  but  if  vou 
require  one  up  to  date  I  will  be  glad  to  ha^^e  you  send 
me  the  usual  blank. 

Yours  truly. 


I     i 
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A  letter  from  the  v'ct  't  Department  is  really  a 
sales  letter,  but,  of  touioC,  more  conservative  in 
tone.  There  are  eertaii;  values  to  oiler  ranging, 
from  the  services  of  in*   <;)mpany  and  their  goods 

I  his  ^<'rvice  and  these  goods 
<  1'  ii^  up  in  the  thousands  of 
01  1.  r  longer.  These  values 
best  *.  inne  •  possible.    An  ex- 


">     or ''No"  will 

»  securing  business 

•    lants  who  in  the 

just  now  they  are 


on  C.O.D.  terms,    > 
with  an  extrusion  (- 
dollars  at  thirty  day 
must  be  shown  in  th  • 
pression  of  judgment  it.  u  ila' 
lose  numberless  op.      a../ 
and  of  making  firm  ti  » n«lt  x' 
future  may  be  stron     alt  I    i' 
struggling. 

Credit  extension  niay  be  used  as  an  inducement  to 
a  mercham  to  buy  more  largely,  but  it  must  not  be 
foigcU  .n  that  credit  is  a  valuable  and  important 
comr udity.  Do  not  give  it  away  too  eagerly,  weak- 
ening the  whole  credit  situation  and  making  credit  as 
it  has  been  said  "The  cheapest  thing  on  the  market." 

To  refuse  credit  and  still  make  a  friend  is  ad- 
mittedly a  diflicult  thing  to  do.  The  credit  man  must 
showhis  thorough  personal  interest  in  the  customer's 
financial  condition,  and  also  the  service  which  his 
firm  can  give  through  the  quality  of  its  goods,  its 
prices,  and  its  sales  helps.  Of  course,  if  the  ap- 
plicant for  credit  is  in  ill  repute  financially  and  the 
firm  does  not  wish  to  have  any  dealings  with  Mm, 
all  that  is  necessary  is  a  courteous  refusal. 

Several  letters  refusing  credit  follow.    The  first 

is  written  to  a  merchant  of  character  and  capacity : 

The  iDfonnation  and  statement  enclosed  with  your 

letter  oi  Aiarcii  lOtli  just  received.     Thank  you  for 

your  prompt  and  i-omplete  reply. 


wm.^:^mFma^<^: 
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Evidently  yom-   resources   bear   a   dangerous   pro- 
portion to  your  liabilities,  sinee  ym  an;  as  you  frank- 
ly say,  somewhat  under-capitalized.      We  apprecate 
that  you  are  just  beginning  businosH  and  that  your 
favorable  location  and  the  other  circumstances  in  vour 
favor  make  it  probably  only  a  <iu. vstioii  uf  u  short  time 
before  you  will  be  well  t-stnblished.     In  the  meantime, 
however,  we  should  be  doing  you  an  injustice  if  we 
did  not  point  out  frankly  the  dangers  of  such  a  posi- 
tion.    If  your  sales  materialize,  as  you  have  every 
rca^son  to  expect  they  will,  you  will  be  safe,  but  if  a 
bad  season  should  intervene  you  would  be  seriously  in- 
volved.   Since  you  have  not  the  experience  of  previous 
sales  to  guide  you  in  your  estimate  of  your  needs  for 
the    present   season,   your   only   guide   must    be   the 
amount  you  can  stand  to  lose,  making  proper  allow- 
ances.    Apparently  in  the   present   ease   this   is  de- 
cidedly small. 

If  you  can  secure  an  addition  to  your  present 
capital,  say  of  $2,000,  we  shall  be  glad  to  let  the  order 
stand,  though  we  should  advise  cutting  do^vn  the 
"Norfolk  suit"  item  to  one  half  its  size  for  the  present 
shipment.  The  remainder  could  be  reserved,  if  you 
wish  for  a  later  date,  as  perhaps  your  localitv  uses 
less  of  these  goods  than  your  order  estimates.  Jn  the 
meantime  it  is  a  pleasure  to  endorse  your  position  of 
co-operating  fully  with  the  House  with  which  you 
deal,  and  to  assure  you  we  shall  be  glad  to  give  you  all 
the  help  in  advice,  as  well  as  in  terms,  which  we  con- 
sistently can. 

A   Lettkr  Where  Salesmanship  is  Displayed   in  the 
Third  Paragraph. 

Your  letter  of  April  10th  received,  and  we  thank 
you  very  much  for  the  frank  statement  of  vour  affairs 
enclosed. 

We  regret  sincerely  that  after  looking  it  ovpr  and 
giving  the  matter  our  serioas  consideratfon  we  cannot 
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see  our  way  clear  to  extend  any  credit.  In  fact,  we 
would  advise  you  very  strongly  against  putting  in  a 
line  of  groceries  until  you  had  more  cash  capital  with 
which  to  do  it.  We  think  it  would  be  hazardous,  and 
you  are  doing  so  well  you  ought  not  to  do  anything  to 
hurt  your  present  business. 

A  line  of  groceries  would  undoubtedly  add  to  your 
sales  and  profits,  but  you  cannot  get  the  right  lines 
unless  you  have  sufficient  capital  to  pay  for  them 
when  due.  You  may  get  plenty  of  Houses,  whose  lines 
you  would  not  carry,  to  extend  you  credit,  but  we 
think  it  would  be  much  better  for  you  to  go  ahead 
another  year  when  you  would  no  doubt  be  able  to 
accumulate  sufficient  capital  to  justify  you  in  start- 
ing on  a  small  scale,  which  you  could  then  do  very 
easily. 

We  regret  our  inability  to  meet  your  wishes.  We 
should  be  very  glad  to  do  so  if  we  could  consistently. 

Refusing  Credit  Owing  to  a  Chattel  Mortgage  But 
Making  Alternate  Suggestions  in  a  Skilful 

Manner. 

The  order  recently  given  Mr.  Barron  has  been  sent 
us,  and  will  have  our  prompt  and  careful  attention 
upon  receipt  of  your  reply  to  this  letter. 

Mr.  Barron  and  all  other  authorities  speak  very 
highly  of  you  personally,  and  we  do  not  doubt  for  a 
moment  that  it  is  your  intention  to  discharge  honor- 
ably your  obligations.  The  only  drawback  is  the 
mortgage  on  your  stoik,  which  operates  as  a  first  lien 
in  favor  of  the  mortgagee,  and,  of  course,  serves  as 
more  or  less  of  a  menace  to  other  creditors.  Our 
observation  in  the  years  we  have  been  operating,  has 
been  unfavorable  to  the  extension  of  regular  credit 
terms  under  such  circumstances,  and  we  want  to  ask 
if  it  would  not  be  permissible  to  make  all  shipments 
sight  draft  against  documents  less  the  3%  cash  dis- 
count, until  this  mortgage  has  been  discharged.    Upon 
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receipt  of  your  permission  the  order  ^vill  be  promptly 
shipped. 

If  for  any  reason  you  cannot  see  your  way  clear  to 
accept  shipments  on  this  basis,  we  could  arran<re  to 
give  you  forty-five  day  terms  net  with  extensions,  tvlien 
necessary,  providing  you  will  have  our  account  guar- 
anteed by  some  friend  or  relative,  whose  financial  re- 
sponsibility is  strong  and  above  question.  Should  you 
decide  to  act  upon  this  latter  suggestion  the  enclosed 
blank  will  answer  the  purpose,  when  signed  by  the 
guarantor.  Any  amount  may  be  specified,  and'vour 
name  as  witness  would  be  quite  proper. 

When  sending  us  the  guaranty  please  give  all  pos- 
sible   information,    as    to    the    address,    occupation 
financial  responsibility,  banking  references,  etc.,  of  the 
guarantor. 

^   We  hope  that  the  slight  delay  will  not  seriously 
inconvenience  you,  and  await  your  reply. 

When  Holding  Up  a  Small  Obp.  h;  Pending  Credit  In- 
vestigations THE  Following  Letter  Would  St^ffice. 

We  have  just  received  the  order  you  were  kind 
enough  to  give  Mr.  Carr,  and  will  endeavor  to  handle 
It  in  a  manner  that  will  merit  your  entire  approval. 

As  yet,  there  does  not  appear  to  be  any  definite 
understanding  concerning  the  opening  of  an  account 
but  we  assure  you  that  in  every  way  possible  haste  will 
be  urged  towards  this  end. 

We  hope  this  order  will  be  the  means  of  further 
extending  our  business  relations,  and  will  take  care  of 
it  as  soon  as  possible. 

Letter  Written  to  a  Customer  of  Limited  Financial 

Standing,  Whose  Order  is  Held  Up  Until 

Terms  are  Complied  With. 

*  y^^'f  ^'l^^^.^^. J"st  received,  and  we  hope 

to  he  able  to  ship  it  promptly,  in  accordance  with  your 
wishes.  *^ 
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However,  we  feel  obliged  to  respectfully  call  your 
attention  to  our  regular  terms,  which  have  no  doubt 
been  overlooked  or  misunderstood. 

Our  business  is  largely  C.  0.  D,  and  with 
customers  of  whose  financial  affairs  we  have  not 
been  advised,  we  have  found  it  necessary  to  ask  an  ad- 
vance payment  with  each  shipment — merely  enough 
to  cover  the  amount  of  the  freight  charges,  which  sum, 
together  with  the  cash  discount,  is  deducted  from  the 
draft  with  bill  of  lading  attached. 

You  will  no  doubt  understand  our  position  and 
will  comply  with  this  request,  when,  we  assure  you  the 
order  will  have  careful  attention. 

Offering  Credit  to  a  Customer  as  an  Inducement  to 
Larger  Purchases.   (Credit  was  not  asked  for.) 

It  was  with  much  pleasure  we  received  your  cash 
order  dated  April  12th,  and  will  ondeavor  to  give  it 
every  care  and  attention.  We  do  not  want  yv^ii  to  think, 
however,  that  we  are  not  willing  to  offer  you  the  ad- 
vantages of  an  open  account,  in  reasonable  amounts, 
should  you  desire  such  terms.  Of  course,  you  may 
prefer  the  cash  basis,  but  nevertheless  wo  have  passed 
your  order  for  our  regular  terms,  and  <^hall  bo  pleased 
to  have  you  avail  yourself  of  them.     It  will  be  our 

endeavor  to  interest  you  more  extensively  in  the 

products,  which,  from  the  standpoint  of  service,  con- 
venience in  ordering,  and  quick  tiu'novers  with  <i 
handsome  profit,  should  strongly  appeal  to  you. 

Anything  we  can  do  to  promote  onr  mutual  in- 
terests will  be  done  gladly  if  you  will  fnvor  us  with 
your  confidence  on  the  subict.  Our  host  attention 
will  be  given  your  future  orders. 

In    the    Following    Letter    Interest    Charges    are 

Explained. 

Your  letter  asking  about  interest  charges  received, 
and  we  take  pleasure  in  explaining  the  matter. 

The   interest   in   question   was   on   our   invoice   of 
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January  10th.     The  amount  was  not  paid  until  you 
sent  your  cheque,  tlie  l.ltli  of  May. 

When  invoices  are  paid  within  a  few  days  of  their 
faUing  due,  interest  is  not  charged,  but  when  settle- 
ment IS  so  long  deferred,  as  in  this  instance,  it  is  the 
invariable  rule  of  our  Accounting  Department  to  add 
interest.  Notue  to  this  effect  is  printed  in  red  ink  on 
both  our  invoic-3  and  monthly  statements,  and  it  is 
seldom  customers  object  to  these  charges. 

That  you  may  not  consider  our  position  unreason- 
able, we  should  like  to  explain  that  we  are  constantly 
being  financed  by  our  bankers,  so  that  we  will  be  in  a 
position  to  accommodate  our  friends,  who  need  ex- 
tensions. Naturally  we  are  charged  interest  on  these 
loans.  Many  customers  borrow  money  so  that  they 
will  be  able  to  pay  our  bills  when  due,  and,  of  course, 
pay  their  bankers  interest.  Our  prices  are  based  on 
the  assumption  that  bills  will  be  paid  in  sixty  days. 

If  you  still  feel  that  no  charge  for  interest  should 
be  made  m  the  instance  in  question,  please  let  us  know 
and  your  account  wiU  be  given  proper  credit  The 
Item  IS  too  small  to  have  any  misunderstanding  about 
and  we  would  rather  waive  our  own  views  in  the  mat- 
ter than  permit  you  to  be  dissatisfied. 

A  Letter  Protesting  to  a  Customer  Against  Taking 
THE  Discount  After  the  Proper  Time  Has  Expired.' 

We  thank  you  for  your  remittance,  which  reached 
us  April  20th.  The  amount  of  this,  together  with  the 
cash  di- count  deducted,  has  been  placed  to  your  credit 
as  covering  the  invoice  of  March  15th,  although  it  was 
rather  late  at  this  time  for  the  full  discount  on  that 
bill. 

In  anticipation  of  like  deductions  on  future  invoices 
we  wirh  to  remind  you  that  when  the  full  discount  is 
desired,  payment  should  be  made  within  ten  days  of 
the  date  of  the  invoice.  A  delay  of  a  few  days,  or  even 
weeks,  m  these  settlements  may  seem  a  matter  too 
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small  to  mention,  but  we  assure  you  that  in  the  ag- 
gregate the  irregular  discounts  daily  deducted  from 
the  settlements  we  receive,  or  which  woald  be  de- 
ducted did  we  not  protest,  constitute  a  considerable 
sum. 

We  are  required  to  settle  strictly  within  the  ten  day 
limit  when  paying  for  our  goods  supplied  by  the 
factories,  and  it  is  our  invariable  rule  to  do  so.  It 
thus  happens  that  nearly  all  the  bills  rendered  against 
us  are  paid  before  we  inspect  or  even  see  the  goods. 

In  the  present  instance  it  was  probably  an  oversight 
that  remittance  was  not  forwarded  earlier,  and  we 
feel  sure  you  will  not  consider  us  unduly  strict  in  ask- 
ing you  kindly  to  conform  to  our  terms  in  your  future 
discount  settlements. 


CHAPTER  VI. 


COLLECTION  LETTERS. 

IT  is  necessary  to  have  a  thorough  understanding 
of  credits  before  competent  collection  letters  can 
be  written.  The  principles  are  really  only  an 
extension  of  credit  principles.  If  credit  has  been 
granted  intelligently  and  a  close  touch  kept  with 
the  customer's  financial  situation  the  task  of  col- 
lections is  half  accomplished. 

In  the  first  place,  credit  has  only  been  given  to 
presumably  reliable  customers,  who  have  been  warn- 
ed against  getting  under  too  heavy  liabilities. 

Secondly,  having  been  educated  to  regard  credit 
seriously,  he  is  less  lilcely  to  become  delinquent. 

Thirdly,  through  being  treated  generously  and 
fairly  in  the  past,  the  customer  is  likely  to  make  a 
voluntary  explanation  in  event  of  non-payment,  and 
so  make  it  much  easier  to  arrange  things  satis- 
factorily. 

Principles  already  established  and  friendly  re- 
lations are  decided  helps  in  collecting.  WTiere  care- 
ful supervision  has  been  given  to  the  granting  of 
credit  littie  real  difficulty  is  encountered  in  collect- 
ing. It  is  only  small  accounts  that,  in  the  first  place 
were  not  thought  worthy  of  extensive  investigation, 
that  prove  troublesome. 

55 


fi 


I 

:'■      il 


56        HOW  TO  WEITE  BUSINESS  LETTEBS 


There  are  two  principles  in  collection  (1)  Regu- 
larity and  promptness;  (2)  Flexibility  in  the  plan 
adopted,  so  that  it  can  be  changed  to  meet  any  par- 
ticular case  that  requires  special  attention.  In  ad- 
dition to  these  two  may  be  added  a  third,  called 
"System."  These  principles  are  necessary  in  any 
business  if  collection  letters  are  to  prove  effective. 

In  planning  a  series  it  is  the  endeavor  to  get  the 
ring  of  frankness  and  truth  in  the  first  letter.  Most 
collection  letter  groups  waste  two  or  three  pre- 
liminary letters  before  the  one  letter  with  this  qual- 
ity is  used.  Thi.  •  and  money  would  be  saved  if  the 
first  letter  contained  it. 

The  terms  of  payment  should  be  established  be- 
yond the  chance  of  misunderstanding.  Keep  these 
terms  constantly  in  sight  and  impress  it  at  all  times 
that  they  stand.  Work  out  the  collection  series  as  if 
there  would  never  be  a  change  in  the  collection 
policy.  When  a  genuine  reason  for  non-payment  is 
foreseen,  however,  give  some  leeway  as  a  part  of  the 
policy,  and  so  avoid  encouraging  the  customer  to 
think  up  false  excuses. 

Use  the  letter  with  the  personal  touch.  It  is  one 
of  the  collection  letter's  most  valuable  assets.  Get 
as  quickly  as  possible  to  the  personal  basis  and  use 
the  appeal  that  is  now  seen  will  bring  in  the  money. 
Next  to  a  remittance,  an  answer  giving  a  definite 
date  of  payment  or  commitment  is  the  best  result. 

Sharp  rebukes  or  unnecessary  frankness  are  to  be 
avoided.  The  friendly  attitude  aimed  at  in  sales 
letters,  credit  letters  and  adjustment  letters  should 
be  carried  over  into  collection  letters.  It  would  be 
absurd  to  write  cordiallv  and  show  the  desire  to  be 
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of  service  in  one  letter  and  in  another  from  the  same 
firm  to  write  coldly  or  abusively. 

A  series  of  effective  collection  letters  follow:— 

(First  Letter)  : 

You  have  probably  overlooked  our  account  ajyainst 
you  amountin":  to  $44.00,  which  is  now  considerably 
overdue.  When  this  account  was  opened  you  will  re- 
call our  terms  were  fully  explained  to  you,  knd  we  will, 
therefore,  appreciate  it  very  much  if  you  will  kindlv 
lavor  us  with  your  prompt  remittance,  in  line  with 
these  terms. 

(Second  Letter) : 

We  wrote  you  on  June  4th  calling  your  attention  to 
your  overdue  accoimt  of  $44.00,  and  requested  an 
early  remittance.  This  has  not  vet  been  re.-eived  We 
extended  this  accommodation  to  you  with  the  distinct 
understanding  that  the  account  would  be  taken  care 
of  promptly  each  month.  It  is  now  considerably  over- 
due and  we  request  that  you  favor  us  with  vour 
cheque  m  full  without  further  delay. 
(Third  Letter)  : 

We  have  written  you  twi^e  asking  settlement  of 
your  past  due  account  of  $44.00,  but  vou  have  ignored 
both  our  letters.  Our  terms,  as  thoroughly  explained 
to  you  when  you  openf>d  this  account,  reouire  monthly 
payment  without  exception.  Your  account  is  now  long 
^st  due,  and  we  cannot  carry  it  anv  longer  for  you 
We  regret  to  be  compelled,  for  this  reason,  to  with- 
draw the  privilege  of  further  credit  purchases  until 
your  account  is  settled.  By  prompt  remittance  you 
will  put  us  m  a  position  to  reinstate  vour  name  on 
our  credit  list. 

(Fourth  Letter) : 


Thmi£?h 
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-      ritten   you   thr?e  times   asking 
for  payment  of  your  account  for  $44.00,  long  past  due 
you  have  neither  paid  the  account  or  given  us  any 
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reason  for  not  doing  so.    We  no  longer  care  to  delay 
and  unless  it  is  paid  by  the  2nd  of  July  we  shall  im 
mediately  place  it  in  our  Attorney's  hands  for  suit 
without  further  delay. 

A  Series  op  Shorter  Letters  Used  by  a  Large  Firm. 

First  (printed  notice)  on  the  statement: 

In  paying  this  account  you  need  not  write  a  letter. 
Simply  enclose  your  cheque  or  money  order  with  this 
statement  and  mail  it. 
Second  (printed  notice  in  red  on  the  statement) : 

Our  previous  statement  has  evidently  been  over- 
looked, as  we  have  received  no  response.    Please  giv<' 
this  your  earliest  attention. 
Third  (personal  letter  from  an  official  of  the  firm) : 

Your  account  is  before  me  for  personal  attention.  I 
find  it  is  considerably  past  due,  and  request  that  you 
send  your  cheque  in  settlement  at  once. 

Our  terms  have  been  fully  explained,  so  I  under- 
stand, and  as  the  thirty  days  have  expired  some  txmr 
ago,  we  will  expect  your  cheque  immediately. 

Fourth : 

You  have  violated  your  contract  with  us;  you  have 
failed  to  give  our  repeated  statements  and  requests 
attention.  We  feel  that  we  have  not  been  accorded 
ordinary  business  courtesy  by  you. 

Unless  we  receive  payment  in  ful'  by  June  8th  your 
account  will  pass  into  the  hands  of  our  Attorney  for 
collection,  and  suit  instituted  immediately. 

Still  Another  Series  When  a  Draft  Has  Not  Been 

Honored. 

First  Letter : 

Our  lankers  have  just  notified  us  of  the  return  of 
your  draft  for  $60.00,  due  May  31st.  Please  let  us 
know  what  dispo.sition  you  will  make  of  the  matter. 
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Second  Letter  : 

We  notified  you  of  the  return  of  your  draft  for 
$60.00,  due  May  31st,  asking  what  disposition  you 
would  make  of  it.  We  have  had  no  reply  from  von.*  In 
the  meantime  the  draft  is  being  hf>ld  for  instriK-tions, 
and  we  would  ask  you  to  give  the  maftcr  your  im- 
mediate attention. 

Third  Letter: 

You  have  not  replied  to  either  of  our  last  two  lot- 
ters  regarding  the  non-payment  of  vour  draft  for 
$60.00  due  May  31st.  This  draft  has  been  charged 
back  to  our  account  and  we  must  insist  that  you  make 
immediate  payment.  We  cannot  allow  the  amount  to 
remain  outstanding  any  longer. 

Fourth  Letter: 

Although  we  have  written  you  three  times  about 
your  returned  draft  for  $60.00  originally  due  May 
31st  and  since  charged  back  to  our  account,  the  out- 
standing amount  still  remains  unpaid. 

You  have  not  even  given  us  any  reason  why  you 
have  not  retired  it.  We  insist  on  your  giving  this 
your  immediate  attention,  for  it  cannot  be  kept  open 
any  longer.  Your  remittance  must  reach  us  by  July 
3rd. 

Fifth  Letter : 

We  are  surprised  at  not  having  hoard  from  you  in 
reply  to  our  four  previous  letters,  concerning  your 
unpaid  draft.  We  are  certainly  entitled  to  the 
courtesy  of  a  reply,  giving  any  reason  you  may  have 
for  not  paying  this  draft  at  maturity.  Under  these 
circumstances  we  cannot  carry  it  any  longer,  and  un- 
less the  remittance  is  received  by  July  15th  we  shall 
immediately  place  the  matter  in  the  hands  of  our  At- 
torney for  collection  without  further  notice  to  you. 
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Several  letters  follow  that  are  merely  simple  re- 
minders, with  nothing  sharp  in  them  to  hurt  the 
recipient's  feelings  unnecessarily. 

We  have  a  charge  on  our  books  against  you  for 
$82.00  under  date  of  May  16th.  We  wish  to  call  your 
attention  to  the  fact  that  it  is  past  due. 

It  is  just  possible  that  there  may  be  some  dis- 
crepancy in  existence,  so  we  are  sending  you  a  dupli- 
cate invoice,  for  your  assistance  in  checking  up. 

Our  Collection  Department  have  just  notified  us 
that  your  invoice  of  April  12th,  amounting  to  $72.00, 
is  past  due. 

This  item  we  think  has  probably  been  overlooked. 
A  remittance  will  be  appreciated. 

You  will  notice  from  attached  statement  that  you 
have  overlooked  your  March  account. 

We  rely  on  the  goodwill  of  our  customers  to  attend 
to  these  little  oversights  on  being  reminded  of  them, 
and  will  look  forward  to  your  prompt  remittance. 


A  Trifle  More  Urgent. 

We  find  upon  glancing  at  your  account  to-day  that 
the  item  of  Feb.  10th  has  been  entirely  overlooked, 
amounting  to  $42.00. 

We  trust  you  will  send  us  a  .remittance  at  once  for 
this  amount,  so  that  we  may  bring  the  account  up  to 
date.  It  has  no  doubt  been  overlooked  or  forced  aside 
by  pressure  of  business. 

There  is  a  balance  of  $18.00  shown  on  our  ledgers 
as  past  due,  on  your  invoice  of  March  12th. 

We  hope  you  will  arrange  to  take  care  of  this 
item  at  once,  so  that  our  books  may  be  properly 
checked  up. 
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A  stronger  reminder,  with  the  sharper  phrase  in- 
cluded.   The  courteous  assumption  also  is  still  there. 

We  regret  the  necessity  of  calling  your  attention 
to  your  account,  which  shows  $82.00  n)w  somewhat 
past  due. 

Please  let  us  hear  from  you  on  this  matter  not  later 
than  May  Gth. 

As  you  have  evidently  overlooked  the  invoice  of 
June  Gth,  amounting  to  $14.30,  we  thought  it  best  to 
forward  a  duplicate  of  it,  which  we  tru.st  will  assist 
in  straightening  out  your  records. 

We  assume  you  will  take  care  of  it  at  your  earliest 
opportunity. 

According  to  our  records  your  invoice  of  April 
6th  for  $38.2.5,  is  still  uni)aid,  although  past  due.  We 
wrote  you  about  it  May  18th,  but  have  not  heard  from 
you  in  reply.  We  wish  to  again  call  your  attention  to 
the  need  for  payment. 

If  there  is  any  mistake  or  misunderstanding  we  hope 
you  will  write  us  at  once. 

Letter  written  to  a  customer  of  poor  standing 
financially,  who  mi-ht  respond  to  an  offer  to  accept 
part  payment. 

On  June  4fh  we  called  your  attention  to  your  past 
due  account,  amounting  to  $226.40. 

We  have  not  received  any  remittance  in  compliance 
with  our  request,  nor  any  acknowledgment  of  our 
letter. 

We  have  been  very  lenient  in  this  matter,  but  re- 
gret our  inability  to  advancp  the  matter  further  with- 
out a  remittance  of  at  least  $1.50.00,  to  reach  us  by 
June  15th.  It  will  then  be  satisfactory  if  the  balance 
IS  paid  by  the  end  of  the  month. 


i  -5  '1 


I 


62       HOW  TO  WKI'iB  BUSINESS  LETTERS 

Letters  acknf)vvlc(lgin^  part  pa>Tnonts  should  ex- 
press appreciation  and  show  the  exact  status  of  the 
account. 


We  rre  sorry  to  learn  that  you  had  difficulty  in 
making  collections.  We  note  that  you  expect  to  send 
us  substantial  payments  on  account  once  a  week,  and 
will  gladly  assist  you  by  accepting  this  method  of  pay- 
ment. 

We  hope  you  will  find  business  conditions  in  your 
section  will  continue  to  improve. 

We  acknowledge  with  thanks  receipt  of  your 
cheque  for  $30.00. 

This  has  been  credited  to  your  account,  balancing 
it  to  May  31st,  on  which  date  we  shipped  you  goods 
amounting  to  $46.29. 

According  to  your  request  we  have  applied  your 
June  10th  remittance  of  $.'»G.20  against  the  invoices 
of  April  6th  and  9th,  covering  them  in  full. 

Thank  you  for  the  payment. 

Letter   asking  for   remittance   in   preference    to 
passing  a  draft. 

While  it  appears  to  be  the  custom  with  many 
merchants  to  settle  bills  when  sight  drafts  are  drawn 
on  them,  we  are  of  the  opinion  that  they  have  not  con- 
sidered the  increased  expense  of  postage,  discount,  etc., 
which  this  plan  entails. 

We  dislike  to  employ  such  a  method  of  collection. 
It  implies  a  disagreeable  relation  between  iis  and  our 
customers,  and  to  some  is  a  reflection  on  their  stand- 
ing. 

Can  you  not  arraneo  to  take  care  of  your  invoices 
falling  due  by  a  remittance  direct,  and  save  this  long 
drawn  out  negotiation? 
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Several  letters  follow,  written  to  customers  who 
liave  returned  their  drufts  unpaid. 

Our  draft  for  $420.00,  due  May  16th,  has  been 
returned  to  us  by  your  Bunk  with  a  notation  on  the 
oaeK  that  the  amount  is  incorrect.  A.s  we  find  that  it 
agrees  with  the  account  as  it  appears  on  .uv  book.s,  we 
would  ask  that  you  kindly  exi,lain  to  u.  u herein  the 
aifferenee  may  lie. 

Our  draft  for  $62.00  ha.s  just  1..  en  returned  to  us 
by  your  Bank,  and  in  reply  to  ov.v  in.  liry  they  s^-iv 
that  you  claim  not  to  owe  us  this  nmuunt  * 

As  the  draft  is  correct  accorilui.^  t,,  „!u  |.„ok^  we 
refer  the  matter  to  you  for  more  definite  inft;rma;on. 

Our  draft  for  $116.00  with  B/L.  attach,,!  f.as  been 
returned  by  the  Bank,  no  reason  being  given  for  the 
non-acceptance.  ** 

«nt^  i^ll""^^^!  '''''^  accepted  and  executed  by  us  in 
fn  *  I  /L'  ^'^  '°  a<^cordance  with  your  instructions, 
we  feel  that  we  are  entitled  to  a  letter  of  full  ex- 
planation by  return  mail. 

drJf^'fo^Attnr^''"'!  ''^^^.Fl  f  °^  ^^''  ^«t"^"  ^^  0"^ 
dralt  for  $84.00,  due  Juno  2nd.  In  reply  to  our  inquiry 

they  advise  us  that  you  claim  to  have  sent  a  remittance 
direct  to  cover. 

Our  records  have  been  thoroughly  searched,  but 
fh!  !,ll"°  ^*''  of  a  remittance.  We,  therefore,  refer 
the  matter  to  you  for  more  definite  information. 

The  Collection  Agency  or  the  Law  are  usually  the 
last  steps  taken  to  collect,  and  then  not  before  all 
other  methods  have  failed  to  get  a  reply  or  re- 
mittance, ^ucii  a  course  usually  ruptures 'friendly 
relations  for  all  time,  and  it  should  be  carefully 
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considered  first.  Even  then,  harsh  language  should 
be  avoided  and  the  threat  to  sue  made  with  reluct- 
ance. 

We  have  been  unsuccessful  in  getting  any  reply  to 
various  letters  so'^t  you  requesting  payment  of  your 
past  due  account.  We,  therefore,  take  it  for  granted 
that  you  would  prefer  to  deal  with  our  Attorneys, 
and  are  governing  ourselves  accordingly. 

We  hope  matters  will  be  arranged  amicably,  and 
without  extraordinary  delay  or  expense. 

Requesting  An  Extension. 

The  following  letter  from  a  good  customer  with  a 
high  mercantile  rating  could  not  but  get  favorable 
consideration.  Of  course,  it  depends  to  a  large  ex- 
tent on  the  past  record  of  the  person  writing 
whether  or  not  the  extension  would  granted.  It 
is  a  straightforward  request. 

Your  draft  for  $429.00  has  just  been  presented  for 
acceptance,  by  the  Bank.  The  shipment  which  this 
draft  covers  has  been  received,  and  the  contents  check- 
ed out  correctly. 

Owing  to  most  of  my  Spring  purchases  falling  duo 
about  the  same  time,  I  would  like  an  extension  of  20 
days  on  this  bill— interest,  of  course,  to  be  charged 
to  me. 

If  you  can  accommodate  me  it  will  be  much  ap- 
preciated. I  have  instructed  the  Bank  to  hold  the 
draft  until  they  receive  your  instructions.  You  will 
no  doubt  write  mc  in  tliis  connection. 

I  feel  sure  this  request  will  have  your  favorable 
consideration. 
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When  granting  this  reqnest  it  should  be  done 
cheerfully  at  the  start  of  the  letter. 

M^PnTf  ^^'^'5  *?  ^^  ^^^^  *°  ^^^""^  yo"^  request  of 
^9q  on  ^«r,\t™ty  day  extension  on  your  draft  for 
*4^y.U0,  and  have  issued  instructions  to  the  Bank 
accordingly. 

Your  reasons  for  asking  the  favor  were  carefully 
considered  and  we  appreciate  that  the  present  instance 
iS  a  httle  unusual.  We  are  glad  to  see  that  you  expect 
>  our  business  will  enable  you  to  take  care  of  this  draft 
on  the  new  due  date. 

Accept  our  hearty  good  wishes  for  your  tourist 
season.  ^         luuiisi 

If  a  reqnest  for  an  extension  is  refused,  the 
creditor  should  announce  his  decision  first  as 
courteously  as  possible,  and  then  give  the  reasons 
tully  with  a  courteous  ending.  If  the  request  is 
granted  in  part,  this  should  be  announced  with 
pleasure,  and  the  willingness  to  accommodate  shovvn 
as  much  as  possible.  A  curt  refusal  should  be 
avoided  and,  therefore,  such  letters  are  usually 
lengthy.    Several  examples  follow:— 

Refusal  on  the  Grounds  of  Policy. 

.  We  have  just  received  your  letter  of  June  3rd  ask- 
ing us  to  accept  your  Note  for  $32.00  in  settlement  of 
your  draft  returned.  In  justice  to  our  business  we 
think  you  ought  not  to  ask  thi..  favor  of  us 

It  IS  our  regular  policy  not  to  accept  Notes,  for  the 
nature  of  our  business  is  such  that  we  absolutely  can- 
Tent  ^f'h  f  ^'''  'i™^  "^  ^^^"^•^^'^>'  allow  repre- 
sent the  bes  we  can  do.  If  our  accounts  were  larger 
and  our  goods  of  such  a  nature  that  they  moved  slo^^^y 
the  situation  would  be  entirely  different,  and  we  should 
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be  quite  willing  to  allow  more  time,  but  as  it  is,  onr 
goods  are  turned  over  in  a  few  days  after  the  opening 
of  the  season  and  our  dealers  receive  payment  for 
them  in  a  short  time.  Under  the  circumstances,  we 
feel  sure  you  will  agree  that  it  is  not  just  to  ask  us 
to  accept  Notes. 

We  trust  you  will  understand  our  position,  which 
we  are  glad  to  make  clear,  and  that  you  will  send  us  a 
cheque  promptly  to  cover  the  amount  of  the  returned 
draft. 

Refusing  an  habitual  ''slow"  paying  customer: — 

We  regret  that  we  have  been  obliged  to  take  an  un- 
favorable position  towards  your  request  of  April  6th 
for  further  extension  ou  your  account. 

So  that  you  may  not  think  us  unreasonable,  may  we 
call  your  attention  to  the  fact  that  when  granting  the 
extension  you  have  alrrady  enjoyed  we  did  so  on  the 
understanding  that  this  was  the  utmost  our  policy 
would  allow.  We  remind  you  also  that  in  a  similar 
case  last  October  you  allowed  your  small  Note  of 
$32.00  to  go  to  protest.  While  we  were  willing  to  meet 
our  customers  half  way  in  adjusting  difficulties  inci- 
dent to  business,  we  believe  that  the  small  amount  at 
present  in  question  can  be  met  without  serious  effort, 
and  shall  ask  you  kindly  to  send  us  your  cheque  for 
the  amount  due. 

With  best  wishes  ti;r  the  coming  season. 

A  part  refusal,  but  emphasis  placed  on  the  allow- 
ance made : — 

Your  letter  of  April  12th  received,  asking  us  to 
grant  a  further  extension  of  45  days  on  our  draft  for 
$820.00,  due  April  14th.  Although  we  cannot  do  pre- 
cisely as  you  request,  we  are  glad  to  give  you  what 
assistance  lies  in  our  power. 
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If  you  will  send  us  your  cheque  for  $400.00  on  ac- 
count at  ohce  wo  will  re-draw  on  you  for  the  balance 
at  40  days.  We  believe  you  will  agree  with  us  that  part 
payment  should  be  made,  and  hope  the  method 
mentioned  will  enable  you  to  take  care  of  the  account 
wiinout  too  much  inconvenience. 

While  we  regret  being  unable  to  allow  vou  the  full 
extension,  we  are  sure  you  will  appreciate  the  fact 
that  our  goods  are  sold  on  narrow  margins,  and  that 
we  are  obliged  to  adopt  a  somewhat  stricter  policy  in 
regard  to  extensions  than  we  should  otherwise 

Thank  you  for  your  frank  explanation,  which  en- 
ables us  to  co-operate  with  you  in  this  manner. 

Letters  covering  particular  phases  of  collecting:— 

Explaining  an  Old  Difpebence. 

We  are  very  sorry  to  learn  from  Mr.  Jones,  who  has 
recently  been  m  Calgary,  that  through  some  rkisunder- 
standing  you  have  ceased  to  do  business  with  our  firm 

We  are  most  desirous  of  straightening  this  out  to 
your  entire  satisfaction.    Will  you  not  help  us  out  t 

4!9  qS  '^""\^^'*  ^f,^^"*  y^''  a  Postal  Money  Order  for 
$8.96  which  was  the  credit  balance  at  that  time  an- 
peanng  on  your  account.  ' 

We  are  enclosing  an  itemized  statement  listing  all 

t^lirj^  "rf '•''  '''^''^  ^^'^"  '^^^"^  y«"  h«^  this  is 
arrived  at.     If  incorrect,  will  you  inform  us  where 

we  have  erred?    We  as.suro  you  it  will  have  our  im 
mediate  coasideration. 

Before   going   any   farther   we   want   to   give   vou 
ontire  satisfaction.  ^        ^ 

DiPFEEENCE  Claimed  iNcoRRECTiiT. 

Your  letter  of  May  6th  received  with  chenu-  en 
closed  for  $12.00.  which  nTnount  has  boon  credi^e'-l  t  i 
your  acrount. 
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There  appears  to  be  some  misunderstanding  in  con- 
nection with  your  account.  We  find,  however,  that  a 
complete  statement  was  sent  you  on  April  20th,  show- 
ing at  that  time  a  balance  of  $82.00.  This  balance 
has  been  reduced  to  $38.00,  which  is  the  amount  you 
apparently  owe  at  the  present  time. 

If  the  statement  we  sent  you  is  not  correct  we  would 
like  to  have  you  point  out  the  difference,  so  that  we 
can  take  steps  to  make  an  intelligent  investigation.  In 
your  reply  you  simply  make  a  general  statement  to  the 
effect  that  all  bills  have  been  paid. 

Please  let  us  hear  from  you  definitely,  as  we  are 
anxious  to  check  up  the  account. 

(From  the  customer)  : 

We  are  in  receipt  of  your  letter  of  Feb.  16th,  and 
would  like  to  know  where  you  got  your  information 
from,  stating  that  we  take  our  inventory  in  the  middle 
of  February.  We  cannot  see  why  we  are  under  obliga- 
tion to  give  you  a  statement  of  our  affairs,  as  we  givo 
them  to  Bradstreet  and  Dun's,  and  if  thc-y  are  not 
satisfied  as  to  our  rating,  we  certainly  do  not  want  you 
to  take  any  chances  on  us.  You  are  the  first  mcrcantil'' 
house  that  has  ever  asked  this  of  us.  While  we  arc 
not  at  all  afi-aid  to  make  any  statement  at  any  timo. 
yet  we  are  not  receiving  an  amount  of  credit  from  yon 
that  should  justify  your  having  a  statement. 

If  our  account  is  not  satisfactory  with  you,  just 
kindly  let  us  know  by  return  mail  so  we  can  arrange 
without  any  inconvenience  to  you  or  to  us. 

We  regret  we  cannot  comply  with  your  wishes. 

(To  the  Customer) : 

The  reason  we  wrote  you  direct  was  that  we  did 
not  find  any  1919  statement  in  the  agencies,  whose  re 
port  we  have  before  us,  the  last  statement  sent  us 
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stam]  n,7;v,;.  V]^  '''^'°°   '^'^   'Stated  our  undcr- 

rua^^^^.^f /^"  ^^^'  inventory  the  middle  of  Fob- 
ruaiy  was  that  in  your  1917  statement  to  the  a-^encies 

account  with  n!.  '"""  ^''  u""*  °"^-^'  ^^^^  >'^"^  «««" 
hpfnl  ''^'"  '^'^'^  ^''t  f^«m  reports  we  have 

quarter^  ^'  "'''  '""  '^^'^  ^'^"^  '^'-^-  '"  -an/oth:;: 

us^hk  Zl'  ""^  ?"T'  "^'^'•^^"T  1  J^at  you  should  give 
us  this  statement  unless  you  d'^sire  lo  do  so    When  we 

Tus^iVf  rf   '"^^™f;'-   -«  always   feel   per  ee ty 
justified    in    -omg    duvet    to    the    customers-    th4 

else  and  ^^o  did  so  m  this  ease  because  we  did  not  find 
It   in  the  arreney  sources.     We  have  alwav«  Z\  fl 

.    We  would  not  feel  justifiea  under  the  ericumstanep. 

a"a  nTrit'f.'^""^^  "^^^""^  ^'^  statemeS     wl  wd 
again  write  the  agene.es  and  ask  if  they  have  von r 

y   ^^^'UNdiu  ir  ro  us.     When  we  rece  ve  it  wp  will 

In  the  meantime,  should  you  prefer  cancellation  nf 
the  order  it  will  be  entirely  satisfactory  t^^uf'"  "^ 
We  shall  await  your  pleasure  in  the  matter. 

Retail  credits  are  handled  on  the  same  principle, 
as  the  wholesale.     The  chief  differences  are  that 
being  smaller  the  tendency  is  la  be  more  generou 
and  customers  are  seen  personally  more  often      \ 
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number  of  letters  follow  written  by  a  retailer  to  his 
customers.    The  first  three  are  a  scries : — 

1.  Your  account  with  us  now  totals  $83.20,  Thorc 
have  been  no  payments  for  three  months  and  we  must 
ask  you  to  let  us  know  the  circumstances  causing  tli  • 
delay,  or  else  make  regular  payments  from  now  on. 

This  is  necessary,  for  you  will  remember  when  th" 
account  was  opened  monthly  payment  was  agreed 
upon,  as  is  our  custom,  and  our  finances  are  arranged 
accordingly. 

2.  On  Sept.  1st  we  wrote  asking  about  your  ac- 
count for  $83.20,  upon  which  nothing  has  been  paid 
for  four  months. 

Monthly  payments  were  arranged  with  you  when  the 
account  w'as  opened,  and  our  finances  are  shaped  on 
this  basis.  We  must,  therefore,  ask  for  an  immediate 
settlement  of  this  account. 

3.  We  wrote  on  August  1st  and  Sept.  1st  about 
your  account  with  us  which  you  agreed  to  pay  month- 
ly, but  which  is  now  five  monius  overdue.  No  reply 
has  been  received. 

Unless  the  account  is  settled  within  the  next  few 
days  we  will  have  to  place  the  matter  in  our  collector's 
hands. 


Oihet  Series. — 
First  Letter : 

We  desire  to  call  your  attention  to  the  statement  of 
your  account,  mailed  you  June  1st,  amounting  to  $48.70, 
We  ask  you  to  see  that  a  remittance  covering  this 
amount  reaches  us  without  further  delay. 

You  will  remember  when  you  reopened  this  ac- 
count in  February  it  was  on  the  understanding  that  it 
would  be  taken  care  of  strictly  on  a  30-day  basis,  as 
all  our  accounts  are  handled  in  this  way.  Your 
February  and  March  accounts  were  paid  on  April 
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12th,  but  the  above  mentioned  statement  covers  pur- 
chases made  since  April  1st. 

If  we  could  afford  to  carry  our  accounts  for  four 
or  five  months  we  would  be  glad  to  do  so,  and  par- 
ticularly for  you,  Mrs.  Crampsey,  as  we  appreciate 
your  patronage  very  much,  but  owing  to  the  volume  of 
credit  business  we  carry,  it  is  impossible  for  us  to 
handle  our  business  in  this  manner,  and  we  must, 
therefore,  adhere  strictly  to  the  30-dav  basis. 

«,-,r.^  WM,  *^*^  ""'^^  ^'°''  '*  ^'  """"^y  ^  "tatter  of  over- 
sight. Will  you  not  give  this  account  your  prompt  at- 
tention and  see  that  your  future  accounts  are  taken 
care  of  m  the  manner  we  suggest  T 

Second  Letter: 

As  soon  as  you  read  this  letter  please  make  out  a 
cheque  for  $48.70,  payable  to  us  and  mail  it  in  the 
enclosed  envelope.  We  are  sending  this  letter  by 
Special  Delivery,  so  that  it  will  have  your  prompt  at- 
tention. We  expect  your  reply  to  reach  us  by  Tues- 
day, June  2Sth.  otherwise  wo  will  suspend  credit  on 
your  account,  which,  of  course,  we  dislike  to  do. 
First  Letter : 

We  notice  an  account  against  you  somewhat  over- 
due, covering  a  purchase  you  made  from  us  sometime 
ago.  We  believe  you  have  failed  to  make  payment 
tor  one  of  two  reasons.  Either  something  was  un- 
satisfactory, or  else  you  have  merely  overlooked  the 
debt  on  account  of  absence  from  home  or  pressure  of 
other  duties. 

If  there  is  anything  not  quite  in  order  will  you 
please  tell  us  your  grievance T  Now  is  the  time  to 
clear  up  any  misunderstanding. 

If  the  account  has  merely  esr-aped  your  attention  we 
ask  you  to  accord  us  the  same  fair  treatment  we  offer 
by  sending  us  a  remittance  to  cover.  ' 

We  assure  you  of  our  earnest  wish  to  maintain  our 
past  pleasant  relations. 


72       HOW  TO  WRITE  BUSINESS  LETTERS 
Second  Letter : 

We  wish  to  call  again  to  your  attention  the  account 
of  yours  past  due. 

When  this  account  was  opened  it  was  with  the  ex- 
pectation that  you  would  strictly  adhere  to  our  terms 
of  payment.  The  margin  of  profit  is  so  narrow  that 
obligations  must  be  discharged  as  agreed,  and  with 
the  least  possible  friction. 

We  still  believe  this  indebtedness  has  escaped  your 
attention  and  that  a  reminder  will  result  in  settle- 
ment. If  there  n  any  cause  for  dissatisfaction,  how- 
ever, please  inform  us  at  once  so  that  it  can  be  cleared 
up.  It  is  fr.r  better  to  have  any  misunderstanding 
cleared  up  at  the  outset  than  to  allow  them  to  draj? 
making  your  account  troublesome  to  us,  and  annoying 

If  inconvenient  for  you  to  make  payment  at  present 
then  let  us  have  a  definite  statement  from  you  as  to 
when  remittance  can  be  expected. 

Third  Letter : 

When  you  ordered  the  goods  about  which  we  have 
written  you  several  times,  you  gave  your  occupation 
as  Contractor.  This  position  should  carry  consider- 
able personal  responsibility.  Yet,  as  we  wrote  you  in 
our  recent  letter,  the  account  you  have  with  our  Com- 
pany has  not  been  settled,  according  to  the  contract. 

If  you  will  explain  to  our  satisfaction  your  con- 
tinued delay  in  remitting  for  this  order,  we  will  not 
suspend  your  credit.    We  are  writing  to  vou  frankly 
In  your  position  you  can  appreciate  the  fact  that  we 
are  giving  you  another  opportunity  to  make  payment 
rather  than  place  the  matter  in  our  Collector's  hands. 

Several  Single  Collection  Letters  From  the  Retailer 
TO  THE  Consumer. 

Your  account  for  August,  $34.00,  is  stiU  unpaid 
and  we  would  draw  your  attention  to  our  terms. 
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./*i^l^^°2*^M  "^^.'^  °^  ^^^^  P"ces,  and  payment  roauTcd 
early  the  following  month."  f'  qurca 

We  therefore,  ask  you  to  favor  us  with  pavment  in 
accordance  with  these  terms. 

NoTp°" J  •"/•'*"  *^^*  y°"  ^*^«  ^«"^'i  *o  settle  your 
Note,  which  IS  now  a  month  ovenlue.  We  want  to 
give  you  another  chanoe  to  remit  your  pa^^cnt  in  a 
pleasant  and  businesslike  manner  P^^^*^"^  in  a 

for  v«l!;!  P^'^'tly  frank  with  you.  your  Note  is 
ThPtfr^!  r''""'^'  ^"'^  ^'  '""^^*  P^'-"^'''  non-payment, 
standi^  tI""""  ««'°^^'hen  we  must  have  an  under- 
one  l^Ltv'  ^''  °"^-^  *^'°  ^«^'«  *his  can  be  settled, 
tn  n  !  fJ  ''"''  '■^'"'^  ^*  °"^^'  «°^  the  other  is  for  us 
to  place  the  matter  m  our  Attorney's  hands  We  do 
not  want  to  take  this  latter  course,  for  it  only  means 
additional  trouble  and  expense  for  both  of  us 

vn„  J^'il''"  '^°"^''  ^°^  ™^^^  '^  necessary  for  us  to  write 
you  m  this  manner  by  your  failure  to  answer  anv  of 
our  letters.    We  do  not  like  to  do  this  if  we  can  avoid 

Why  no  forward  this  amount  by  first  mail,  and  do 
away  with  further  annoyance  and  expense? 

hnf°«^%l'™'  ^^°J  "^""^^  *^  ^°''  ^^''"t  your  account, 
t)ut  so  far  you  have  not  noticed  my  letter  I  also 
wrote  to  you  on  June  3rd,  referring  to  mv  own  obli- 
gations and  asking  you  for  your  co-operation.  This 
letter  also  is  unanswered. 

hnl  ^^i^^r^'  "P°''  ''""''I  ""'"^  *h*t  y^"''  account 
Has  now  been  hanging  over  for  nearlv  a  year,  and  that 

l?''  ^^r'^J°  P^y  ^y  the  week  until  it  was  settled 
Now,  Mr    Williams,  it  is  not  my  intention  to  make 
threats  of  any  sort,  but  you  must  look  at  this  in  a 
businesslike  way,  and  see  whether  I  am  in  the  right 
In  the  first  place  I  have  lost  your  trade.    You  have 

wlh^'nf '''^'  ''*''"  *°T^^>'  ^^  "^"^h  as  one  dollar's 
worth   of  goods   since   I   accommodated   yon,   coase- 
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quently  doing  so  not  only  drove  you  away  from  the 
store  but  also  let  me  "out"  $24.00  in  an  unpaid  bUl. 

I  am  willing  to  help  you,  Mr.  Williams.  If  you 
will  call  next  Saturday  night  and  make  a  payment  then 
and  every  week  thereafter.  Before  you  realize  it  tho 
account  will  be  entirely  cleaned  up.  Better  still,  come 
in  and  let  us  talk  this  over  and  see  what  arrangements 
we  can  make  for  settlement. 

Your  business  is  wanted  by  mo,  and  I  will  do  any- 
thing fair  to  be  agreeable.  Just  now  our  lines  are 
complete  and  include  the  best  men's  furnishings  in  the 
vicinity.  Come  in,  for  I  know  you  will  be  glad  to  look 
over  our  stock. 


Letters  to  an  Angry  Customer. 

We  share  your  regret  at  the  unfortunate  circum- 
stances that  have  occurred  recently  in  connection  with 
your  account,  and  assure  you  that  we  will  do  all  in  our 
power  to  prevent  other  misunderstandings  arising.  In 
that  connection,  since  there  still  remain  several  debits 
and  credits  which  we  do  not  understand  satisfactorily, 
we  have  thought  it  best  to  forward  an  entire  statement 
of  your  account  taken  since  July,  1918,  when  last  it 
appeared  as  balanced. 

Will  you  kindly  compare  these,  one  by  one,  with  your 
records  and  inform  us  where  they  differ,  giving  us  a 
full  explanation  T  Then,  if  necessary,  we  shall  be  glad 
to  enter  proper  corrections. 

We  are  very  sorry  indeed  to  learn  from  your  letter 
of  June  2Gth  that  you  have  been  inconvenienced  by 
our  sending  you  a  draft  for  an  overdue  balance.  Wp 
find  that  you  have  received  reminders  of  this  kind  and 
feel  sure  that  if  you  had  written  us,  this  misunder 
standing  would  not  have  occurred. 

In  order  to  enable  you  to  make  a  thorough  investi- 
gation, we  inclose  a  statement  of  the  account  showing 
the  balance  due  at  the  present  time. 
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It  would  appear  from  jour  statement  that  the 
amount  of  $16,80  is  offset  by  an  unadjusted  claim.  We 
have  made  a  thorough  investigation  of  our  files  but 
cannot  find  any  papers  showing  an  unadjusted  claim 
of  this  amount.  Will  you  lot  us  hear  from  you 
further  t  We  are  anxious  to  make  satisfactory  adjust- 
ment.  ' 


■      i''^ 


'L 


MICROCOPY   RESOLUTION   TEST  CHART 

(ANSI  and  ISO  TEST  CHAkT  No.  2) 


^  x^PPL-IED  IM^GE     I 

^^  1653   East    Main   Street 

S*^  Rocttester.    New   York        14609       USA 

'-=  (716)   482  -  0300  -  Phone 

^=  (71G)    288-  5989  -Fo» 


CHAPTETl  VII. 
SALES  LETTERS. 

A  SALES  LETTER  to  be  really  successful 
must  do  three  things— the  same  as  the  suc- 
cessful salesman  does. 
It  should  first  attract  favorable  attention,  then 
create  a  desire  for  the  goods  in  question,  and  finally 
turn  the  desire  for  the  goods  into  a  decision  to  order 
—not  later—but  now. 

The  way  to  get  attention  is  to  talk  about  a 
customer's  needs  or  difficulties,  for  everyone  is  in- 
terested m  his  or  her  own  troubles.  In  the  same 
manner  the  opening  paragraph  of  a  Sales  Letter 
should  arouse  interest  and  curiosity.  There  are 
thousands  of  ways  of  beginning  a  letter  but  they  can 
all  be  classified  under  this  one  principle  of  getting 
favorable  attention.  i-        f  5  ^^^s 

After  securing  interest  the  proposition  must  be 
put  forth  strongly  and  completely.  It  does  not  mat- 
ter If  this  end  IS  obtained  by  description  or  by  argu- 
ment so  long  as  interest  is  held  and  desire  created, 
bometimes  a  long  letter,  in  fact,  a  letter  of  a  dozen 
or  more  pages,  is  necessary  to  fully  describe  a  pro- 
position, so  that  length  has  nothing  to  do  with  the 
effectiveness.      Of    course,    a    letter    should    not 
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♦•ramble"  but  should  be  just  long  enough  to  make 
the  offer  and  explain  it  clearly  and  forcefully. 

ihe  closing  climax,  or  clincher,  comes  last.  It 
should  call  for  immediate  action.  Good  closings  can 
be  used  if  the  supply  of  goods  written  about  is  limit- 
ed, or  It  the  article  is  a  money,  time  or  labor-saving 
device.  An  enclosed,  str  mped,  return  envelope,  of 
course,  makes  the  action  easier. 

There  are  many  angles  to  Sales  Letters  that  could 
almost  be  written  about  indefinitely.  The  three 
mam  pomts  that  must  be  remembered,  however,  are 
those  given  Examine  any  successful  Sales  Letter 
and  It  will  be  seen  to  contain  these  principles. 

A  suggestion  for  first  paragraphs  of  sale3  letters 
—a  number  that  have  or  could  be  used  will  be  given 
These  would  all  get  favorable  attention  if  addressed 
to  the  person  who  would  be  interested.  Some  open- 
mgs  would  interest  practically  every  class  of  the 
community  while  others  are  designed  solely  for  a 
certain  class.  To  give  a  broad  example,  a  bachelor 
would  hard  y  be  expected  to  get  even  mildly  interest- 
ed m  something  about  babies'  clothes,  no  matter  how 
engrossing  such  a  subject  would  be  to  a  mother 
Analyze  your  prospect  and  try  to  get  his  or  her 
viewpoint  AVhen  the  reader's  interest  is  really  ob- 
tained half  the  battle  is  won. 

r.J^r'^  ^^Z  ^"^  ^"^Ployee  throwing  50  cent  pieces 
least      ^  '"'''^°'^'  ^'^^  ^ould  be  "jarred,"  to  say  the 


I-'- 


■  t 


«n!?ffl°  ^°''  Z^""^  *  ^^^'''''  ^^  ^^^«'*'  an  invoice,  or 
any  office  record,  you  want  it  QUICK. 


78        HOW  TO  WRITE  BUSINESS  LETTERS 

It  may  mean  $1,000,  some  day,  to  be  able  to  find 
instantly  Brown's  quotation,  Smith's  order,  or  the  copy 
of  Jones'  letter,  for  on  this  particular  record  may 
hinge  an  important  decision. 


An  enterprising  comer  grocer  once  filled  a  quart 
jar  with  beans,  placed  it  in  his  window,  and  offered 
$5.00  to  the  person  who  guessed  nearest  to  the  number 
of  beans  it  contained. 

Many  widely  differing  gue«ses  were  registered.  But 
one  man  bought  some  beans,  carried  them  home,  filled 
a  quart  jar  and  proceeded  to  count  them.  He  got  the 
$5.00. 


Here  is  one  opening  that  would  interest  almost 
anyone.  The  dLmculty  would  be  in  maintaining  in- 
terest.  . 

The  night  Lincoln  was  nominated  for  the  presi- 
dency, his  wife  locked  him  out.  After  Mr.  Lincoln  had 
knocked  repeatedly,  Mrs.  Lincoln  called  out,  "What 
have  you  been  doing  'traipsing'  around  till  this  hour 
of  the  night?" 

"My  dear,"  said  Mr.  Lincoln,  "I  have  just  been 
nominated  for  President  of  the  United  States." 

"Abe,"  was  Mrs.  Lincoln's  reply,  "I  thought  you 
were  drinking  before ;  now  I  know  it." 

If  we  should  place  in  your  factory  a  machine  turn 
on  the  power,  and  demonstrate  that  it  would  reduce 
the  present  cost  of  an  operation  50%,  you  would  buy 
the  machine— even  if  its  time-tried  predecessor  went  to 
the  scrap  pile. 


There  is  an  out-of-the-way  shelf  and  a  storeroom 
closet  m  every  retail  store.  Whatever  you  see  in  one 
of  these  places  you  may  be  sure  it  is  a  pretty  slow 
sftiicr^ 
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Thousands  of  dollars  are  lost  every  year  by  milk 
dealers  and  farmers  through  sour  milk. 


Andrew  Carnegie  once  said  that  the  recipe  to 
enable  a  poor  man  to  get  rich  was  to  save  $1,000  and 
then  begin  prudent  investing. 


At  nearly  every  meeting  of  creditors  in  bankruptcy 
cases  the  same  old  question  comes  up — "Why  f 

Take,  for  instance,  two  factories  buying  the  same 
raw  material  and  selling  the  same  product ;  why  does 
one  pay  dividends  and  the  other,  after  a  hard  strvggle 
go  into  bankruptcy  1  ' 


Russell  Sage  said,  when  asked  for  the  keynote  of 
his  success,  "Buy  your  straw  hats  in  Winter." 

We  are  going  to  give  you  an  opportunity  to  apply 
the  principle.     This  is  it,  briefly: 


Are  you  a  farmer  or  f>  T-^*ner? 

Don't  be  surprised-  acre  are  lots  of  farmers  who 
are  really  mirers— they  mine  instead  of  farm  their 
land. 

In  mining  ycu  take  the  wealth  from  the  land,  and 
you  continue  to  take  it  until  it's  all  gone. 


There's  a  cheery  little  pair  of  Dallas  walking  boots 
waiting  for  you  at  the  dealer's— made  for  YOU  to 
YOUR  tasi  .d  YOUR  style-just  the  thing  to  wear 
with  that  Mnart,  new  suit  you've  had  sent  home. 


After  playing  bridge  the  other  night  someone  at  the 
table  started  doing  card  tricks.  You  know  what  a  bore 
they  are.  So  pretty  soon  I  said,  "I  can  do  a  trick 
worth  all  of  those,"  and  taking  a  pack  of  cards  I  tore 
tnem  in  two. 


*  ■" 


» 


?:. 


1 


f^smif 


80        HOW  TO  WRITTi:  BUSINESS  LETTERS 

Soon  after  7  eveiy  morning  I  get  to  my  desk;  at 
noon  I  go  across  the  street  for  a  hurried  lunch ;  along 
towards  6  o'clock  I  quit  work,  not  because  I  am  tired, 
but  because  I'm  hungry— I  am  NEVER  tired. 


Your  last  chance  to  buy  space  in  the  February 
"Western"  at  the  $200  rate. 


The  shorter  the  act,  the  longer  the  encore. 

The  shorter  the  letter,  the  more  readers  it  will  have, 
and,  as  we  assume  that  you,  in  common  with  our- 
selves have  your  favorite  authors,  this  letter  will  be 
short  and  right  to  the  point,  and  we  candidly  believe 
it  will  pay  you  to  read  every  word  of  it. 


After  the  particular  proposition  has  been  linked 
up  with  the  opening  paragraph  it  must  be  clearly 
and  strongly  given.  Strive  for  a  continuance  of  in- 
terest. 

Then  comes  the  closing  paragraph  or  clincher.  If 
action  is  not  obtained  the  rest  of  the  letter  is  value- 
less. There  are  inr.umerable  kinds  and  a  few  of  these 
are  given  as  suggestions. 

It  isn't  necessary  to  write  a  letter;  just  write  across 
the  face  of  this  letter,  "I  accept  this  trial  order,"  s'^n 
your  name  and  send  the  sheet  back  to  us  in  the  en- 
closed envelope. 


SEND  YOUR  $2  FOR  THIS  BOOK  TO-DAY! 

It  is  beautifully  bound  in  silk,  gold-leaf  lettered,  232 
pages,  illustrated,  mailed  postage  prepaid  for  this 
amount.  DON'T  WAIT— use  pencil  in  filling  out 
order  blank  if  pen  and  ii.k  are  not  handy.  Remember, 
on  the  Oreat  Clock  of  Time  there's  but  one  word: 
NOW. 
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.    Why  not  maU  this  postal  while  the  thought's  fresh 

f  l^'l^rZ^'V-   ^^'^'""^  ^^""'^  ^"  >-«"r  office  chair  and 
do  It  ISOW—'tis  a  turn  for  the  BETTER. 


Dont  let  this  letter  become  covered  up  on  your 
desk.  Attend  to  this  matter  now,  or  instruct  your  ad- 
vertising agent  to  reserve  space  for  you,  and  get  a  big 


An  inquiry  commits  you  to  nothing,  obligates  you 
to  nothing.  The  outcome  of  that  inquiry  may  mean 
to  you  everything.  Everything  that  makes  life  worth 
while— character,  wealth,  happiness. 

A  ^'^^}XJ}^^  ^^^^  ^^^^^^  enclosed  postal  card— To- 
day — JNOW. 


From  every  satisfied  client  I  secure  others,  and  for 
that  reason,  if  for  no  other,  you  may  be  assured  of  an 
intelligent,  conscientious  service. 

Send  in  your  statements  and  let  me  get  busy. 

If  you've  a  print-job  hanging  around,   there's  a 
phone  at  your  elbow. 
And  Johnson's  at  the  other  end— 
L-I-S-T-E-N-I-N-G. 


A  special  inducement  for  immediate  action  is 
sometmies  effective.  The  folloudng,  for  instance,  is 
a     closer"  that  offers  such  an  inducement: 

ofU^n  do  raiS  ^U    '^  f,  ^^^^i?H*  0^  the  face 
01  It,  ill  do  THIS:    If  you'll  reach  right  over,  grab 

the  pen  and  make  that  cheque  payable  to  Harding' 
right  now,  ° 

I'LL  PUT  YOU  DOWN  FOR  13  SETS  IN«?TPAn 
OF  12  AT  THE  SAME  PRICE.  INSTEAD 

MI^^t'e^  wLX"'''  '"  ^  *''  ^^^'^  thing-THIS 
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Now,  think  THIS;  think  it  hard— think  it  harder 
than  anything  you  ever  thought  in  your  life:  You 
are  preparing  to  increase  your  present  income  10  to 
20  times  what  it  is  this  very  minute  by  remitting  $23 
to  me  by  the  next  mail  that  loaves  your  city/' 

The  usual  complimentary  close  can  be  set  aside  for 
some  sales  letters,  depending  on  their  nature. 
"Yours  very  truly,"  ♦'Sincerely  yours,"  etc.,  are 
alright  for  the  usual  l)usiness  letter,  but  some  of  the 
following  phrases  can  be  used  with  effect  in  slIcs  or 
form  letters : 

"Advertisingly  yours" — from  an  advertising  man. 

"Yours  at  the  receiver" — by  a  grocer  or  retail 
merchant. 

"Yours  on  the  jump" — by  a  real  estate  agent. 

"Yours  for  Economy  and  Efficiency"— by  an  Adding 
Machine  firm. 

"Yours  for  better  service." 


Here  are  several  letters  written  by  a  Publishing 
House  to  their  customers.  They  illustrate  one  var- 
iety of  ** written  salesmanship",  and  produced  re- 
sults. 

Prof.  Allison,  the  Winnipeg  literary  critic,  tells 
us  that  one  of  the  finest  descriptive  passages  he  ever 
read  is  the  lonely  walk  of  the  crippled  heroine  in 
Hopkins  Moorhouse's  new  novel  "Every  Man  For  Him- 
self." In  a  race  against  time  to  get  a  story  on  the  wire 
for  her  newspaper  and  with  the  fate  of  thousands  in  the 
balance  she  essays  a  journey  in  the  dark  over  a  lone- 
some stretch  of  railway  line  in  the  wildest  part  of 
Algoma 

The  vividness  of  the  description  could  only  be  at- 
tained by  a  gifted  writer  who  had  had  a  r  mil&T  ex- 
perience in  actual  life.    Enquiry  elicits  the  informa- 
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tion  that  Mr.  Monrhousp  rlid  walk  a  niiip-milo  seotion 
after  midnight  through  tho  spruce  woods  for  the  pur- 
pose of  absorbing  impressions. 

"Tho  incident  of  the  stones  is  ar-tnnl  fact,"  he  writes. 
'Td  run  across  bear  tracks  in  llie  vicinity  that  ciyj 
but  it  ^didn't  occur  to  me  to  pa.-k  a  gun  for  this  jaunt 
and  I'd  left  it  back  in  camp.  With  animals  of  all 
sorts  following  me  through  the  brush  on  both  sides  of 
the  track  I  carried  those  rocks  for  miles,  darnnd  glad 
of  their  company!  Also,  if  anybody  objects  to  the 
introduction  of  'drizzling  rain'  as  too  hackneved  I  can 
assure  you  that  the  rain  was  there  and  it  drizzled— 
clean  through  to  the  skin." 

What  is  the  biggest  sale  of  any  one  title  von  made 
last  year?  "Every  Man  For  Himself"  bv  Hopkins 
Moorhouse,  will  duplicate  it  or  better. 

Get  that  order  in  before  the  rush  for  this  popular 
Canadian  novel  starts  in  your  neighborhood.  MAIL 
IT  TO-DAY— NOW. 


What  makes  a  remarkable  occurrence? 

They  tell  a  story  about  Johnny  Jones,  who  fell  out 
of  a  second-story  window  once,  without  being  hurt 
Its  remarkable!"  explained  his  father.  Afterwards 
Johnny  fell  out  a  second  time,  and  wasn't  hurt.  Again 
Mr.  Jones  exclaimed:  "It's  remarkable!"  Then  Joh'nny 
fell  out  again  and  wasn't  hurt.  This  time  Mr  Jones 
said:  "It's  a  habit!" 

Roy  Adams'  sales  don't  seem  remarkable  any  more, 
because  they  are  a  habit.  Seasoned  old-timers  in  the 
book  trade  were  not  taken  bv  surprise  when  "OUT 
OF  THE  WEST"  passed  the  15,000  mark  before 
publication.  They  are  not  surprised  now  that  it  is 
well  on  the  way  to  20,000— and  thev  will  not  have  to 
say :  'Out  of  stock.'  when  the  last  few  dozen  come  in 
for  "OUT  OF  THE  WEST." 

Roy  Adams'  readers  are  a  double  audience— those 
who  read  for  a  rattling  good  Western  romance,  and 
those  who  read  for  high  literary  quality.    Don't  ^rget 
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to  figure  on  both  aiulionoes  in  making  your  re-order, 
and  you  too  will  bo  taking  the  Koy  Adams  boom  as  a 
habit.     The  order  blank  is  enclosrd. 


It's  flfrainst  railw;  y  rules  for  a  passenger  to  rido 
on  an  engine.  Nobody  hut  the  engineer,  fireman  and 
head  brakcman  has  any  uusiness  there,  exeept  possiblv 
an  oflfioial  with  an  engine  pass  or  a  doctor  in  a  case  of 
emergency. 

But  Hopkins  Moorhouse,  a.'thor  of  "Every  Man  For 
Himself"  has  a  rule  of  hi^s  own — to  gather  his  material 
at  first  hand.  In  preparation  for  this  new,  s^^ift-action, 
mystery- romance  of  his  he  donr-ed  legging  boots  and  i 
flannel  shirt  and  lost  '  imself  for  a  Summer  in  the 
Algoma  wildern:  ss. 

Now,  the  story  he  had  conceived  called  for  a  sensa- 
tional ride  on  a  mogul  locomotive  of  a  trans^eon- 
tinental  express  train  on  a  wet  night  with  a  slippery 
rail.  Unable  to  arrange  for  the  experience  other- 
wise Alton  borrowed  a  medical  satchel,  hied  to  a  main- 
line flag-station  and  waited  for  weather  and  oppor- 
tunity. Unobserved,  he  calmly  climbed  aboard  the  big 
engine. 

"Going  with  you  to  the  end  of  the  division,  boys," 
he  announced  as  he  took  possession  of  the  head  brake- 
man's  seat. 

"Oh,  all  right.  Doc."    It  hud  worked. 

Read  the  description  of  that  ride  in  "Every  Man  For 
Himself"  Is  it  any  wonder  that  Moorhouse's  fiction  is 
vivid,  full  of  color,  alive  f 

Here's  a  Canadian  novel  that  will  go  with  a 
zip  from  your  counter.  Nearly  10,000  have  been  sold 
already  in  advan -e  of  publication.  Our  advice 
GET  YOUR  ORDER  IN  NOW. 


IS 


A  crowd  of  Canadian  soldiers,  travelling  West  in 
the  smoking  compartment  of  a  transcontinental  train 
were  indirectly  responsible  for  the  writing  of  the  big 


«'* 


S.VLES  LETTERS 


8S 


Canadian  novel,  "Every  Man  For  Himsolf  »  The  hovs 
were  fn-sh  from  the  front.  They  wore  tuIkJng  about 
books  and  said  one: 

The  kind  of  hook  I  like  is  a  mystery  story  witn 
speed  to  burn-somothin-  doi  ,g  on  every  i>n?o-so 
Dlame  swift  it'll  make  nu-  forget  things.  An'  I  \V  \NT 
IT  CANADIAN  without  a  word  in  it  c-l)out  the  War 
I  want  to  go  back  to  the  time  before  the  Wnr  was 
ever  heard  of.  Say.  what's  the  matter  with  Cana- 
dian writers  anyway?  Why've  I  pot  to  always 
take  my  detective  stories  with  things  happen- 
ing m  New  York  or  Chieagof  Why  not  right  out 
hereT  and  he  hunched  the  stump  ot  an  arm  towards 
the  Algoma  spruce  woods  that  flowed  bv  the  window 

A  quiet  young  lu.m  with  prematurely  grav  hair 
was  sitting  in  the  corner.  He  smiled  and  relVhted 
mspipp.    His  name  was  Hopkins  Moorhouse. 

Returned  soldiers  are  going  to  make  a  rush  for  this 
novel  So  is  every  red-hioodcd  Canadian.  "Every  Man 
^or  Himself"  by  Hopkins  Moorhoust-  is  cvcryhodu's 
book.  Get  ready  to  do  big  business  with  it  bv  orderinn 
It  to-dav.    Don't  bo  caught  without  it. 

There  is  an  electric  wire  running  from  the  box 
office  of  every  movie  house  to  the  cash  register  of  every 
bookstore.  A  new  connection  has  just  been  made  in 
Ii^t>^t^v"^*tTt{'"'    ^^^""^    Tvf^in*^    famous    HUCKLE- 

No  story  has  been  dearer  to  the  hearts  of  the  Can- 
adian people  than  HUCKLEBERRY  FINN.  The 
movir  g  picture  which  is  being  released  by  the  Famous 
Flaye.-s-Lasky  Company,  has  already  begun  to  take 
the  country  by  storm,  and  will  create  a  great  revival 
in  the  demand  for  the  book 

A  big  new  edition  is  on  the  press  at  present  to  sup- 
ply the  orders  we  have  already  rece* ^ed.  Every  young 
boy  will  want  to  read  it,  and  grc.vn-ups  will  gladlv 
pay  the  price  of  the  book  to  touch  back  on  that  pure 
spirit  of  the  boy.    The  days  of  the  "gang"— and  the 
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make-believe  pirate  hand.  To  have  again  that  "kid- 
hood"  stage — the  swimmin'  aole — the  age  of  real 
romance. 

TOM  SAWYER,  too,  that  other  famous  book  of 
Mark  Twain's,  is  also  in  the  movies,  as  \v<'ll  us  our 
reprint  edition.  These  two  books  are  the  biggest  sell- 
ing hooka  of  their  kind  in  the  world,  and  we  would 
suggest  you  make  up  your  stock  order  now  for  this 
special  occasion. 


CHAPTER  VIII. 


SALES  LETTERS. 


THE  letters  that  follow  have  been  "put  to  the 
test."    Thoy  brought       business.    The  ideas 
conveyed  in  these  letters  could  be  used  in  any 
number  of  instances  by  both  the  wholesaler  and  re- 
tailer. 

As  a  boy  on  the  farm,  in  Manitoba,  whenever  we 
got  a  piece  of  farm  machinery,  I  remember  thut  my 
fa'her  used  to  run  to  the  tool  box,  open  it  and  inspect 
the  tools  immediately.  If  he  found  a  high-class 
monkey  wrench  in  that  box  he  was  happy  and  his  im- 
pression of  the  quauty  of  the  piece  of  machinery  and 
the  good  judgment  of  its  manufacturer  went  up  im- 
mediately. 

I  was  reminded  of  this  the  other  day  when  a  woman 
stepped  into  the  tonneau  of  a  Harding,  sat  down, 
smiled  pleasantly  and  .said,  'I  like  this  car  because  they 
don't  skimp  on  the  cushions.' 

I  would  like  very  much  to  he  present  when  you  ex- 
perience your  first  ride  in  the  Harding.  Of  course, 
comfort  is  not  everything,  but  owners  who  have  driven 
cars  for  years  will  confess  to  you  that,  after  all,  it  is 
the  last  word  to  the  owner.  Nothing  is  more  im- 
portant to  women  and  children. 

There  is  a  certain  ease  of  movement,  a  pleasing 
elasticity  of  spring  action,  a  pitch  to  the  cushions,  a 
shape  to  the  arm  rests — a  certain  somethin',   about 
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Harding  comfort  whi(*h  we  cannot  describe,  but 
know  that  you  will  feel. 

I  want  very  much  for  you  to  ride  in  a  Harding. 
Please  write,  telling  me  when  you  will  be  ready  to 
have  our  representative  call. 

There  will  be  no  obligation  and  he  will  give  you  any 
information  that  you  want. 


We  are  neither  necromancers  nor  soothsayers, 
but  at  the  same  time  we  can  tell  you  that  November 
22nd  should  be  marked  on  your  calendar  with  a  red 
flag  as  a  warning  to  you  to  stop  and  think  oefore  pass- 
ing that  date. 

Whyt  Because  midway  between  your  birthdays  it 
marks  your  change  of  age,  the  date  when  you  grow  a 
year  older  in  a  night.  Prior  to  that  day,  from  an  in- 
surance standpoint,  you  are  thirty  years  old;  on  and 
after  it  you  will  be  thirty-one,  and  your  rate  will  in- 
crease. 

What  of  itT  Well — if  you  expect  to  increase  your 
insurance  this  reminder  should  cause  you  to  get  busy 
and  secure  the  additional  amount  while  you  can  take 
advantage  of  the  lower  rate. 

If  you  have  not  given  the  matter  the  necessary  at- 
tention it  should  cause  you  to  stop,  face  the  situation 
and  ask  yourself,  "Would  my  death  cause  a  material 
loss  of  income  to  my  family?"  If  an  analysis  of  your 
affairs  compels  an  afBrmative  answer,  your  family 
needs  additional  protection,  which  you  can  best  secure 
through  a  life  income  contract  under  the  policy  ten 
sound  business  men  pick  from  two  hundred. 

If  this  is  a  new  one  on  you  just  check  the  enclosed 
card  and  the  information  we  can  give  you  will  amply 
repay  you  for  the  time  you  give  us. 


Coming  down  to  the  oflfif^e  the  other  morninj?  I  talk- 
ed with  a  man  who's  made  quite  a  fortune  and"  he  told 
me  how  he  did  it.  I  thou{jht  right  away  that  you  would 
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like  to  know,  too,  because  I  can  tell  you  just  how  to  do 
what  he  did. 

He  said  "Wayne,  I  saved  twenty-five  cents  out  of 
every  dollar  made."  Now  it  may  have  been  hard 
sledding  lor  him  to  do  that,  but  I  can  show  you  how 
to  do  It  and  have  just  as  much  to  spend  as  now- 
then  it's  easy. 

You  can  do  it  by  using  Adamant  Slag  and  Sand— 
they  increase  profits  twenty  per  cent,  on  your  con- 
crete work— save  twenty-five  cents  for  you  on  every 
dollar.  "^ 

Adamant  Slag  can  do  this;  first,  because  it's  twenty- 
five  per  cent,  lighter  than  stone.  The  cost  of  the  en- 
tire job  drops  twenty-five  per  cent,  when  you  use  our 
blag. 

Second,  because  it's  rough  and  porous— the  cement 
and  slag  sand  can  grip  it  with  a  hold  that  never  gives 
up.  There  are  no  cleavage  directions  in  slag  concrete 
and  it  will  never  crack. 

Third,  because  slag  is  absolutely  fireproof,  since 
every  burning  element  has  been  taken  out  of  Adamant 
blag  by  heat  so  terrific  that  the  Slag  once  ran  in  a 
molten  mass. 

To  get  the  'Tiow"  back  of  these  increased  profits, 
without  obligating  yourself  in  the  least,  simply  fill  out 
the  enclosed  card  and  get  it  in  to-day's  mail— k  scratch 
ot  the  pen  will  bring  you  prices,  freight  rates,  samples 
—and  a  word  or  two  which  is  worth  having  on  vour 
desk.    Mail  it  now. 


In  family  residences  in  three  short  blocks  on  Royal 
Avenue  there  are  thirty-two  White  Ash  Incinerators 

Thirty-two  receptacles  have  been  banished  from  the 
thirty-two  kitchens  in  these  homes  and  all  waste  mat 
ter  IS  finally  destroyed  where  it  originates,  in  a  com- 
plete and  sanitary  way.     And  this  is  not  the    whole 
story. 

The  refuse  collector  never  visits  these  homes      He 
was  discharged  with  the  advent  of  the  incinerator. 
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Formerly  he  made  32  uimanilary  calls  each  day,  11)2 
each  week,  not  counting  Sundays,  or  a  total  of  nine 
thousand,  nine  hundred  and  eighty-four  calls  yearly. 
Now  he  does  not  call  at  all. 

In  these  thirty-two  homes  the  Incinerator  has  in  a 
single  year  saved— made  unnecessary— not  less  than 
9,984  visitations  of  the  unsanitary  garbage  collectors. 

The  Incinerator  is  doing  this  for  homes,  hospitals 
and  institutions  everywhere.  Are  you  not  personally 
interested  t 

If  there  is  anything  further  you  wish  to  know,  write 
us,  or  send  for  our  representative. 


What  makes  for  good  butter? 

The  breed  of  cattle,  the  proportion  of  fatty  matter, 
climate,  the  animal's  health,  and  the  nature  of  the 
cow's  food — these  are  the  influences  which  determine 
whether  butter  is  good  or  not. 

With  us,  all  of  these  influences  work  for  pure  but- 
ter—Brookvale  Brand.  Our  mountain  meadows 
above  the  city  give  us  the  right  food,  healthy  animals 
and  a  favorable  climate.  The  breed  of  our  cattle  is 
a  butter  breed.  We  get,  as  a  result,  milk  heavy  with 
fat  globules — milk  which  makes  for  good  butter. 

We  have  even  enlisted  water  in  our  service.  The 
pure  mountain  water  which  our  cows  drink  in  our 
meadow  pastures  contributes  to  the  rich,  distinctive 
flavor  of  our  milk— the  raw  material  from  which 
Brookvale  is  made. 

Every  morning  this  fresh,  fatty  milk  comes  down  to 
us  from  the  meadows.  Come  into  our  new  retail  store 
at  26  Greenfield  St.,  and  see  some  of  it  churned. 
Sample  it.  The  new  store  is  also  selling  eggs,  cheese 
and  buttermilk,  all  of  a  standard  as  high  as  that  of 
Brookvale  butter.    Drop  in  to-day. 


The  sheet  of  paper  you  now  hold  in  your  hands  is 
of  the  quality  used  by  those  who  sometimes  have  to 
"dictate  direct  to  the  machine." 
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Those  who  are  compelled  to  put  business  stationery 
to  such  a  severe  test  use  LESLIE'S  BOND,  because 
they  know  that  if  any  mistakes  should  occur,  they  can 
be  quickly  erased  without  spoiling  the  finish  of  the 
paper. 

If  LESLIE'S  BOND  has  made  an  impression  on 
you  it  will  also  make  an  impression  for  you  on  your 
customers. 

May  I  ask  you  to  do  us  a  great  favor  by  filling  out 
the  enclosed  card?  It  will  greatly  assist  us  in  de- 
termining the  quality  of  stationery  in  which  you  may 
be  interested. 


As  a  lawyer  you  make  a  business  of  knowing  the 
evidence  in  the  case,  and  understanding  its  weight  and 
importance. 

We'd  like  to  have  you  take  a  case  for  us  and  go  into 
it  in  the  thorough  way  in  which  a  good  lawyer  always 
goes  into  things. 

We  have  evidence  to  prove  that  we've  got  the  best 
clothes  and  other  things  to  wear  that  are  to  be  found 
in  this  city.  Robins'  clothes  are  the  principal  fact ;  but 
Stetson  and  Arrow  shirts  are  corroborative. 

Will  you  look  into  it  for  us  T  Any  day  you  can  step 
in  here  we'll  lay  the  facts  before  you,  and  ask  for  your 
candid  opinion. 

You  probably  don't  care  to  take  a  ease  on  a  con- 
tingent fee ;  but  we  can  assure  you  that  if  you  decide 
that  the  evidence  really  does  support  our  contention, 
and  decide  to  act  on  it  for  yourself,  you'll  make  a  good 
profit. 


We  want  you  to  open  the  next  lot  of  Kellogg's 
Toasted  Corn  Flakes  in  ihe  WAXTITE  package  th"at 
you  receive,  take  two  packages  home  and  give  two 
packages  to  each  of  your  salesmen  with  our  compli- 
ments. Send  the  bill  to  the  Kellogg  Toasted  Corn 
Flakes  Co.,  Toronto. 
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Our  reason  for  making  this  request  is  that  we  want 
you  and  your  salesmen  to  get  acquainted  right  at  the 
outset  with  this  new  package. 

Our  sample  crew  will  reach  Sudburv  within  the 
next  few  days.  Every  sample  we  put' out  in  your 
town  will  be  a  generous  package— a  good  serving  for 
a  whole  family.  And  eacii  package  will  also  contain  a 
tresh  sample  of  Kellogg's  Toasted  Wheat  Biscuit, 
separately  wrapped. 

The  BIG  thing  about  Kellogg's  WAXTITE  seal  is 
that  It  brings  the  flakes  to  you  and  your  customer 
just  as  fresh,  crisp  and  tender  as  when  they  leave  our 
ovens.  This  is  going  to  mean  a  LOT  of  new  business 
and  we  want  you  to  get  YOUR  SHARE  of  it. 

Food  Inspectors  everywhere  will  endorse  WAX- 
TITE and  the  grocer  who  pushes  it  will  gain  a  reputa- 
tion for  quality  goods. 

You  will  want  h  good  stock  of  Corn  Flakes  and 
loasted  Wheat  Biscuit  on  hand  to  cash  in  on  the  de- 

^Mf^^.T"^^^^  ^^  ^"^^  *^  ^^^^^^  *^e  sampling.  If  you 
will  fill  m  and  mail  the  enclosed  card,  we  will  see 
that  you  are  supplied  through  your  jobber  with  a  fresh 
lot  of  WAXTITE  goods. 


Beginning  the  12th  day  of  July,  Burton's  Long- 
wear  Shoes  will  drop  to  the  very  bottom.  There  is  no 
need  of  giving  a  long  list  of  prices,  for  I  would  still 
have  to  show  you  the  facts. 

At  this  season  of  the  year  there  are  many  people 
that  want  to  buy  either  for  the  Summer  or  the  Winter. 
Being  mid-season,  I  realize  that  some  real  induce- 
ment must  be  made  to  move  the  goods.  I  am  not  go- 
ing to  hold  back  anything  in  the  line  of  footwear;  wo- 
men's, misses',  child's,  men's  and  boys'  high  and  low 
cut,  good  and  bad,  all  go  this  time. 

Now,  even  if  you  don't  live  in  town,  it  will  pay  you 
to  make  a  special  trip  direct  to  Burton's  Store,  29 
High  Street,  Midway,  the  best  store  in  the  Province 
for  good  people,  and  durable,  stylish  footwear. 
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This  is  when  the  fellow  with  the  cash  has  the  ad- 
vantage. The  best  sizes  and  styles  will  go  first.  All 
goods  will  be  sold  for  a  small  amount  of  hard  cash. 

Remember  the  date  the  sale  begins.  You  know  the 
great  reduction  at  our  last  sale,  and  the  way  the 
shoes  sold. 

A  square  deal  for  ail. 


Your  Company  has  been  recommended  as  one 
which  The  Blank  Association  of  Commerce  would  be 
proud  and  glad  to  have  on  its  list  of  members. 

The  activities  of  the  Association  in  promoting  the 
general  good  of  the  entire  City  of  Blank  in  civic,  in- 
dustrial and  commercial  ways  are  so  generally  well 
known  that  I  will  not  take  up  any  of  your  time  in 
reciting  them,  but  I  feel  sure  that  if  you  knew  more 
intimately  the  work  of  the  Association  and  what  it  is 
accomplishing,  not  only  for  its  members  but  for  every- 
body engaged  in  business  within  the  Blank  territory, 
you  would  consider  it  j  jur  patriotic  duty  as  well  as  a 
promotion  of  your  interest  to  join  in  the  work. 

The  Association  needs  your  financial  support,  of 
course,  but  more  than  all  else  it  needs  more  men  work- 
ers; there  is  work  for  all  in  carrying  out  the  splendid 
purpose  which  is  its  aim. 

Personally,  and  on  behalf  of  the  Association,  I  should 
like  very  much  to  have  you  join  us  in  this  work,  and 
it  will  be  a  great  pleasure  to  me  to  have  the  honor  of 
presenting  your  application  for  membership.  I  shall 
be  very  glad  to  have  you  appoint  a  time  to  suit  your 
convenience  at  which  I  can  call  upon  you  and  discuss 
this  matter  more  fully. 

The  name  of  your  firm  has  been  suggested  for 
membership  in  The  Blank  Association  of  Commerce, 
and  I  take  great  pleasure  in  cordially  inviting  you  to 
membership  in  the  greatest  commercial  organization  in 
the  world. 

Our  city  would  not  be  the  city  it  is  had  it  not  been 
for  this  Association.     The  City  will  receive  a  great 
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many  other  benefits  in  a  rapidly  increasing  ratio,  for 
the  Association  is  becoming  a  greater  and  ever  more 
important  factor  in  the  physical  and  moral  im- 
provement of  the  City,  making  it  a  better  city  for 
homes,  business  and  pleasure. 

Much  of  your  success  in  business  depends  upon  a 
greater  City.  You  have  profited  by  its  past  greatness; 
you  will  profit  by  its  future  greatness,  BUT  join 
hands  with  the  Association  in  helping  develop  it  along 
the  right  lines.  You  perhaps  think  that  you  don't 
need  the  Association,  but  the  Association  most  em- 
phatically needs  your  financial  and  moral  support  and 
needs  it  now. 

Will  you  join  in  this  great  work? 

I  should  like  very  much  to  hear  from  you. 


Last  year,  you  ordered  some  cigars  to  be  sent  to 
your  friends— as  shown  on  the  attached  memorandum. 

This  y^ar,  no  doubt,  you  again  want  to  remember 
them  with  a  gift  of  cigars. 

It  is  a  good,  old-fashioned  custom  which  prompts 
you  to  remember  a  friend,  relative,  employee  or 
customer  at  this  happy  Yuletide  season— and  they  will 
gratefully  appreciate  ycur  kindness  and  courtesy. 

What  could  be  more  suitable  and  acceptable  than  a 
box  of  good  czg-ars— fresh  from  the  factory,  in  prime 
condition,  full  of  fragrance  and  aroma ! 

It  is  the  one  gift  that  is  sure  to  please  a  man. 

On  the  attache  1  form,  fill  in  the  names  and  ad- 
dresses of  those  whom  you  want  to  remember.  I  will 
send  the  cigars,  to  reach  destination  on  the  dav  before 
Christmas. 

Mail  your  order  to-day— %o  that  I  can  give  you  the 
pick  of  our  full  assortment,  before  the  humidors  be- 
come depleted.  I  want  you  and  your  friends  to  get 
the  best  in  the  house. 

Now,  don't  rack  your  brain  or  waste  your  time  try- 
ing to  select  gifts  in  crowded  stores.     Avoid  worry, 
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jostle  and  last-minute  rushing  around.    Let  me  be  'the 
busy  man's  Xmas  shopper.' 

Just  fill  out  the  enclosed  blank— and  in  five  minutes 
the  whole  bothersome  shopping  problem  will  b..  off 
your  mind. 

Accept  my  best  wishes  for  a  cheery,  joyous  Christ- 
mas, full  of  happiness  and  contentment  and  "good  will 
toward  men." 


A  letter  about  the  same  thing  written  to  a  woman. 

The 

Best  Gift 
For  a  Man : 

The  others  are  going  to  give  him  neckties  and  slip- 
pers and  handkerchiefs  and  what  not. 

If  you  are  puz?,led  and  worried,  and  don't  exactly 
know  what  to  get,  take  tiiis  little  tip  from  Santa 
Claus:  just  you  get  h'^i  CIGARS. 

Maj'be  you  don't  know  what  a  dandy  Christmas 
present  cigars  make.  Just  believe  Old  Santa— that 
father,  husband,  brother  or  sweetheart  of  yours  will 
exclaim  with  joy  and  pride :  'There's  one  woman  who 
understands  a  man !' 

Nothing  gladdens  the  heart  of  a  smoker  so  much  as 

a  box  of  good  cigars.    The  anticipation  of  a  few  good 

smokes'   wins  his  gratitude   and   appreciation  more 

than  any  cold  'utility  gif t'_some  present  for  which  he 

has  no  particular  use. 

There  i..  a  world  of  fragrant  pleasure  and  aromatic 
delight  in  a  box  of  fine  Havana  cigars. 

But  be  sure  to  get  the  cigars  he  likes. 

When  you  give  him  any  of  the  cigars  listed  in  the 
enclosed  circular— you  are  sure  to  be  right— /or  he  has 
bought  them  himself. 

Yes,  our  card  record  shows  exactly  the  brand  and 
shape  and  size  of  cigar  he  has  bought  from  us  before 
So  you  can  feel  absolutely  certain  to  please  HIM 
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Simply  tell  me  what  amount  you  wish  to  spend.  I 
will  act  as  your  trusted  agent  in  this  matter. 

I  will  personally  select  the  cigars  he  likes  (as  shown 
on  his  ledger  card) ;  and  I  will  have  the  package 
wrapped  in  special  holiday  paper,  and  tied  with 
colored  silk  ribbon,  and  a  pretty  Christmas  card  at- 
tached addressed  to  HIM — so  as  to  make  the  gift 
worthy  of  your  loving  care  and  mui.e  HIM  proud  of 
the  thoughtful  giver. 

He  will  be  glad  you  chose  our  cigars,  because  he 
knows  what  solid  comfort  and  cozy  contentment  they 
give  to  the  fastidious  smoker. 

E\ery  time  he  lights  one  of  our  fine  cigars,  he  will 
bless  yor/  thoughtfulness.  As  he  cannot  smoke  more 
than  one  cigar  at  a  time,  he  is  sure  to  be  reminded  of 
your  thoughtfulness  twenty-five,  fifty  or  one  hundred 
times — it  all  depends  upon  how  large  a  box  you  buy. 

We  have  so  many  kinds  of  ci  \rs  at  so  many  kinds 
of  prices,  that  we  can  please  yo,  .  no  matter  how  much 
or  how  little  money  you  want  to  spend. 

But,  don't  send  any  money  with  your  order ! 

As  you  will  have  many  other  calls  upon  your  purse 
at  this  season,  you  can  wait  until  after  New  Year's 
before  remitting  for  the  cigars.  We  also  prepay  all  ex- 
press and  insurance  charges,  so  that  you  will  not  be 
at  any  expense  whatever  at  this  time. 

Simply  select  the  cigars  you  want  to  give  HIM — or 
tell  me  the  amount  of  money  you  want  to  set  aside  for 
that  purpose — and  I  will  select  the  same  cigars  he 
bought  before  and  which  he  is  sure  to  like. 

Remember  in  dealing  with  our  Company,  all  mid- 
dlemen's profits  are  saved.  You  receive  the  cigars 
direct  from  our  factory,  at  strictly  wholesale  prices. 

Send  in  your  request  to-day  —so  that  I  can  give  him 
the  pick  of  our  fine  assortment  before  our  stock  be- 
comes depleted  in  the  Xmas  rush.  I  will  hold  the 
cigars  in  our  scientific  humidors  until  it  is  time  to 
ship  them,  so  as  to  reach  HIM  on  the  day  before 
Christmas. 
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Don  t  rack  your  brain  or  waste  your  time  in  trying 
to  select  appropriate  gifts  in  crowded  stores.  Let  me 
.^  r"5  Christmas  slionping  for  j  ;u.  Just  fill  out  the 
enclosed  blank-nnd  in  five  minutes  the  bothersome 
shopping  p-oblem  will  be  off  your  mind. 

Mail  your  request  RIGHT  NOW— while  the 
envelope  is  handy. 


This  vigorous  and  pleasant  series,  following  up 
an  inquiry,  illustrates  two  great  virtues.  It  talks 
constantly  about  the  action  to  be  taken,  so  that  the 
customer  smokes  his  samples  with  his  mind  intent 
on  future  purchases.  It  "puts  it  up  to  the  customer," 
It  persuades  and  suggests,  but  does  not  plead  or 
dictate. 

With  pleasure  1 

The  trial  box  of  cigars  went  forward  to  you  by 
parcel  post  yesterday. 

These  samples  enable  you  to  make  a  fair  and  im- 
partial comparison  with  any  cigars  you  have  lately 
been  smokirg— both  as  to  QUALITY  and  as  to  PRICE 

Now,  if  my  cigar  is  higher  in  quality  and  lower  in 
price  than  the  ones  you  generally  smoke,  then,  of 
course,  you  will  want  mine. 

Otherwise  not. 

And  that  is  my  sole  aim  in  sending  you  a  free 
sample:  To  put  into  your  hands  (without  any  ex- 
pense or  inconvenience  to  yourself)  a  means  of  com- 
paring what  you  now  smoke  with  what  you  can 
smoke. 

Don't  forget,  that  YOU  are  both  judge  and  jury." 
P.  S.— Write  and  tell  me  whether  the  cigars  reach 
you  m  good  condition. 


How  did  you  like  the  sample  box  of  Rio  Havanas 
which  I  sent  you  recently? 
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In  selecting  that  particular  bleud  and  buape  for 
you,  1  simply  had  to  trust  to  luck — became  I  do  nut 
know  your  present  'taste.' 

Ma>be  the  cigars  1  submitted  were  not  the  right 
blend,  or  size,  or  shape,  or  strength,  or  condition  for 
YOU. 

Each  of  these  five  things  makes  a  vast  difference  in 
'taste* — and  consequently  in  smoke-satisfaction. 

1  have  several  other  brands,  each  composed  of  dif- 
ferent blends  of  tobaccos.  And  each  blend  has  a  large 
range  of  shapes  and  sizes.  And  each  shape  and  size 
has  a  wide  choice  of  colors  and  strengths. 

Among  this  great  variety,  there  surely  is  the  par- 
ticular cigar  that  will  suit  your  individual  taste. 

Look  carefully  over  the  enclosed  list.  Select  the 
blend,  shape  and  price  of  cigar  that  you  think  will 
satisfy  ^OU. 

Let  me  send  you  a  box  of  each  of  the  various  blends, 
or  let  me  send  you  various  shapes  of  the  same  blend. 

Remember:  They  are  shipped  to  you  'on  approval' 
— no  payment  in  advance.  And  no  charge  for  the 
cigars  you  smoke  in  testing. 

Isn't  thct  a  fair  deal?  You  know,  that  is  more 
than  any  Retailer  will  do.  When  buyinof  across  the 
countci*  you  have  to  PAY  before  you  TRY.  The  cost 
of  the  test  is  on  YOU,  and  not  on  the  Dealer. 

But  I  am  willing  to  have  you  make  the  trial  at  my 
own  sole  expense — without  any  obligation  whatever 
on  your  part. 

Use  the  enclosed  order  form,  while  it  is  handy. 

It  will  give  me  pleasure  to  send  you  the  cigars  you 
request. 


Not  every  man  will  like  the  same  cigar,  any  more 
than  every  man  will  like  the  same  girl. 

Tastes  differ! 

To  enable  you  to  find  the  cigar  exactly  suited  to 
your  individual  taste,  we  have  put  np  a  VARIETY 
BOX,  containing  a  sample  of  each  of  our  cigars. 
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This  'variety  box'  includes  our  four  principal 
brands  (i.e.  blends),  and  it  contains  cigars  of  all  the 
shapes  and  sizes  in  those  brands. 

ANY  taste  can  now  i)e  satisfitMj.  Every  cigar  we 
make  can  now  be  put  to  the  smoke  tost.  The  cost  is 
trifling — just  enough  to  cover  the  tual  cost  of  mak- 
ing and  shippinjr. 

Remember:  Thirty-two  uifTerent  cigars  are  now 
available  to  you  in  this  economic  form, 

— every  one  different  from  every  other; 
every  one  suited  to  a  different  taste. 

I  am  willing  to  have  you  try  the  entire  32  kinds— in 
order  to  help  you  find  the  ONE  that  will  suit  your 
individual  taste. 

Fill  out  the  enclosed  blank and  discover  YOUR 

cigar. 


A  letter  used  in  reviving  old  customers.  Its  pleas- 
ant but  ircisive  style,  its  brevity  and  its  business- 
like confidence  suggest  action. 

Mail  back  the  enclosed  postcard — and  I  will  be  glad 
to  send  you,  with  my  compliments,  a  sample  box  of 
fiv^  cigars. 

I  simply  want  to  prove  to  you  (at  my  own  expense) 
how  GOOD  our  cigars  are  now  running— in  Quality, 
Burn,  Fragrance,  Aroma  and  SATISFACTION. 

During  the  past  year,  our  cigars  have  improved 
38%. 

How  do  I  know  that!  Our  customers  themselves 
have  said  so.  Through  our  'Record  of  Repeat  Orders* 
they  automatically  register  the  exact  degree  of  their 
satisfaction  with  our  cigars. 

This  final,  absolute  verdict  shows:  38%  improve- 
ment. 

Try  a  sample  of  the  cigar  you  formerly  smoked — ^to 
prove  to  yourself  how  mnob  RETTER  it  is  to-day. 

Or  try  a  sample  of  some  other  brand,  shape  or  size 
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because  your  'taste'  may  have  changed,  and  you  now 
need  a  different  'blend.' 

There  are  32  different  cigars  to  choose  from. 
A  sample  of  any  kind  you  select  will  be  cheerfully 
sent. 

Mail  the  postcard  NOW — while  it  is  handy. 


i''^ 


These  letters  ring  truu,  their  tone  of  natural 
"riendliness  makes  the  dealer  feel  he  is  welcome  to 
.,  .  family. 

We  are  verj'  glad  to  learu  you  are  thinkln-j  of 
putting  in  a  department  of  popiilar-prieed  home  goods, 
and  take  pleasure  in  sending  a  copy  of  the  current 
issue  of  our  catalogue,  which  is  acknowledged  'head- 
quarterb*  for  this  class  of  merchandise. 

It  has  been  most  gratifying  of  late  to  note  the  num- 
ber of  hardware  men  who  have  decided  to  go  after  th- 
business  in  popular-priced  goods  of  all  sorts,  and  we 
fe<'l  sure  you  will  make  no  mistake  if  you  decide  to  do 
the  same  thing. 

ff  you  are  uncertain  just  what  goods  to  select,  pcr- 
hai  s  we  can  help  you.  Tell  us  about  how  much  you 
wish  to"  invest,  the  space  you  can  spare  for  the  pur- 
pose, and  any  ideas  you  may  have  as  to  goods,  and  we 
will  be  glad  to  have  one  of  our  expert  alesmen  submit 
suggestions  to  you. 

It  will  pay  you  to  read  carefully  our  books  'Success 
in  I-  "tailing,'  which  we  are  sending  by  this  mail.  The 
illustrations  in  the  back  of  the  book  will  give  you  help- 
ful ideas  as  to  fixtures,  and  a  lot  of  other  things. 

You  will  find  our  catalogue  a  comfort  *o  buy  from, 
as  you  don't  have  to  'write  for  di^^ounts'  or  refer  to 
loose  leaves  cf  any  sort  to  Imow  what  our  prices  are. 

If  you  will  carefully  consider  our  rot  prices  on  your 
staple  lines,  we  believe  you  will  fet ,  as  Wc  do — that 
both  of  us  are  losing  money  in  not  dealing  together. 
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We  congratulate  you  on  your  resolve  to  start  a 
variety  .store,  because  w.«  l)f'li('ve  you  will  find  your 
capital  will  oarn  you  bi'tttr  rcwunls  ijj  thi.s  business 
than  will  be  i)ossiblf>  in  any  other. 

While  it  is  our  rule  to  send  our  'ntaloguo  only  to 
merchants  in  business,  we  are  seudiiiK  a  eopy  to  you 
because  you  can't  start  right  in  the  variety  business 
without  this  book.  We  ask  that  you  tnat  it  in  con- 
fidence and  that  if  you  chnuKe  y(Uir  mind  about  start- 
ing in  business  you  will  in  justiee  to  our  menhant 
customers  destroy  it. 

This  catalogue  names  net  priees  on  evirything  a 
variety  store  sells,  and  is  the  book  from  which  practi- 
cally all  variety  merchants  buy  the  bulk  of  their 
goods. 

We  are  also  sending  you  a  copy  of  our  book  'The 
Variety  Business.'  This  book  tells  just  how  other  men 
have  made  a  success  in  this  business,  and  it  Vviil  pay 
you  to  read  it  from  cover  to  cover. 

If  you  have  not  as  yet  found  a  suitable  opening  per- 
haps our  Location  Bureau  can  help  you.  If  you  wish 
us  to  try,  please  fill  out  the  enclosed  blank  and  send 
it  to  us  by  return  mail. 

If  it  is  convenient  for  you  to  come  into  M(  itreal  yo- 
would  find  it  a  great  help  to  go  through  the  {roods  wi:  ; 
one  of  our  expert  salesmen,  who  will  help  jou  in 
choosing  your  opening  stock  and  in  laying  out  vour 
store.  By  all  means  see  our  Model  Variety  Store  if  yon 
can.  Please  be  sure  to  call  for  rae  personally  when 
you  come  in. 

Please  feel  wa  are  at  your  srrviee  in  any  way  we 
can  assist  you,  both  in  getting  started  and  after  your 
store  is  launched. 


*• 


CHAPTER  IX. 

BUSINESS  FORMS. 

Contracts. 

A  CONTRACT  is  defined  as  ''Any  agreement 
that  the  Courts  will  enforce."  There  arc 
manv  different  kinds  and  a  clear  understand- 
ing  of  these  is  really  essential  in  almost  any  busi- 
ness. There  are  verbal  contracts  and  written  con- 
tracts. The  latter  may  be  either  printed  or  written, 
or  partly  printed  and  partly  written.  They  may  be 
in  legal  phraseology  or  in  "informal"  language. 

If  a  contract  is  to  be  registered  it  should  be  signed 
in  the  presence  of  a  disinterested  witness.  A  wit- 
ness is  not  necessary  in  the  case  of  a  Corporation,  if 
sealed  with  the  corporate  seal. 

In  the  case  of  a  person  unable  to  sign  his  name  it 
must  be  done  by  another.  The  usual  form  is  as 
follows : — 


WITNESS :— R.  D.  Lovoring. 


James    X    Crow. 
Mark 


Erasures  and  corrections  should  be  made  beforo 
the  document  is  signed.  The  witness  should  initial 
each  correction.  A  knife  or  rubber  should  not  bo 
used,  but  simply  a  line  drawn  through  the  words, 
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using  pen  and  ink,  so  that  the  original  words  can  he 
seen.   Then  write  the  correction  above  it. 

Contracts  by  Mail  and  Telephone. 

The  question  often  arises,  when  is  a  business  pro- 
position that  is  mailed  or  telegraphed  legally  pre- 
sented! When  is  the  communicated  acceptance  or 
refusal  binding,  and  under  what  condition?  Few 
business  men  can  answer  offhand  these  questions, 
although  countless  contracts  are  made  through  the 
post  office  and  over  the  telegraph  wires. 

There  are  certain  principles  which  the  Courts  ap- 
ply when  called  upon  to  settle  disputes  arising  from 
such  contracts,  and  these  should  be  kept  in  mind. 
On  some  of  the  finer  points  involved  there  is  a  con- 
flict of  legal  authority,  but  there  are  fundamental 
rules  that  if  followed  will  avoid  endless  trouble. 

For  instance,  suppose  a  firm  in  Kingston  writes 
to  one  in  Ottawa  offering  twenty  tons  of  coal  at 
Eleven  Dollars  a  ton.  The  Ottawa  firm  reply  by  next 
mail  accepting  the  offer,  but  the  letter  is  lost  in  the 
mails.  If  in  the  meantime,  coal  has  advanced  Two 
Dollars  a  ton,  does  the  Ottawa  firm  lose  the  con- 
tract? No.  The  contract  was  legally  completed 
when  the  letter  was  posted.  The  offer  was  made  by 
mail,  and,  therefore,  an  acceptance  was  communi- 
cated to  the  post  office,  which  was  the  Agent  in 
transmitting  the  offer.  The  Kingston  firm  took 
chances  on  the  loss  of  the  acceptance,  and  it,  there- 
fore, follows,  that  after  a  letter  of  acceptance  is 
mailed  the  contract  to  which  it  refers  cannot  be 
revoked  or  changed  by  a  subsequent  letter.    If  an 
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offer  by  letter  is  accepted  in  the  exact  terms  by 
return  letter  or  within  any  time  limit  specified, 
neither  the  offer  nor  the  acceptance  can  be  revoked 
by  a  telegram. 

By  depositing  a  letter  in  a  post  box,  or  at  the  post 
office,  it  is  legally  mailed.  By  delivery  to  a  telegraph 
messenger,  or  at  the  Telegraph  Company's  office, 
the  message  is  legally  sent,  and,  therefore,  binding. 
Delivery  of  a  letter  to  a  postman,  who  is  not  the 
Agent  of  the  post  office  to  receive  letters,  is  not 
** mailing,"  according  to  law. 

If  an  offer  is  made  by  mail  or  telegraph,  and  states 
that  only  the  receipt  of  a  lette-  or  telegram  consti- 
tutes a  proper  acceptance,  the  person  making  the 
offer  is  protected.  The  onus  of  completing  the  con- 
tract is  throwTi  on  the  person  receiving  the  offer. 

Private  boxes,  pigeon  holes  and  other  letter  re- 
ceptacles may  be  the  cause  of  trouble  and  incon- 
venience, unless  properly  cared  for.  A  letter  may 
be  slipped  through  a  hole  in  a  door  and  become 
mixed  up  with  boxes  or  desks,  and  eventually  swept 
out  and  lost.  The  person  or  firm  responsible  for 
leaving  the  opening  in  a  door  without  care,  need 
not  be  surprised  if  some  day  a  valuable  contract  is 
lost,  or  if  they  are  held  to  some  offer  which  has  been 
forgotten. 

It  is  very  e;  sy  to  forget  that  an  acceptance  in 
terms  slightly  different  to  the  offer,  either  as  to  time, 
place,  quantity  or  quality,  is  not  valid,  and  the  per- 
son who  made  the  offer  need  not  honor  such  an  ac- 
ceptance. 

The  words  "by  return  mail,"  may  be  the  loop- 
hole through  which  to  escape  from  an  undesirable 
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contract.  If  this  provision  is  made  in  the  offer,  the 
letter  of  acceptance  should  bo  written  within  twenty- 
four  hours,  if  possible.  One  party  wrote  another, 
**If  you  will  send  me  a  cheque  to  cover  the  amount  of 
your  note,  I  will  send  it  to  you  on  receipt  of  the 
cheque.  Let  me  hear  from  you  by  return  mail." 
This  letter  was  received  on  March  29th  but  a  reply 
was  not  sent  until  April  3rd.  Proceedings  had  al- 
ready been  started  and  the  Court  decided  that  as  the 
Second  Party  had  allowed  four  days  to  elapse  before 
replying,  even  if  two  were  holidays,  he  was  not  en- 
titled to  .  mefit  from  the  original^  offer.  He  had  to 
pay  the  costs,  of  course. 

^  The_  following  suggestions  and  general  informa- 
tion will  be  of  value  when  accepting  or  making  offers 
by  mail  and  telegraph. 

(1)  An  offer  by  letter  remains  a  continuing  offer 
until  the  letter  is  received,  and  for  a  reasonable  time 
thereafter. 

(2)  The  offer  may  be  revoked  at  any  time  before 
acceptance,  but  when  it  is  accepted  by  the  depo.-!';  of 
a  letter  in  the  mail,  the  contract  is  complete. 

(3)  "WTien  the  contract  is  completod  by  the  mail- 
ing of  a  letter  of  acceptance,  the  one  who  accepts  is 
not  responsible  for  a  delay  or  loss  which  follows. 
He  may  enforce  his  contract,  even  if  the  letter  of 
acceptance  never  reaches  its  destination. 

(4)  The  acceptance  must  follow  strictly  the 
terms  of  the  offer,  and  must  bo  in  the  manner  pre- 
scribed. An  acceptance  which  in  any  way  qualifies 
the  terms  of  the  offer  amounts  to  a  refusal  of  the 
offer,  and  no  binding  agreement  can  result. 
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(5)  Acceptance  may  be  indicated  by  acts,  but  the 
contract  is  not  complete  and  binding  until  knowledge 
of  the  acts  is  conveyed  to  the  person  who  made  the 
offer.  The  offer  may  be  revoked  at  any  time  before 
this  knowledge  is  so  conveyed. 

(6)  "When  making  an  offer  by  letter  or  telegram 
you  may  protect  yourself  by  stating  that  it  shall  not 
be  binding  until  you  have  received  notice  of  accept- 
ance. The  same  result  m.ay  be  accomplished  by 
limiting  the  time  for  acceptance. 

By  keeping  these  few  points  in  mind,  a  time  may 
come  when  considerable  trouble  will  be  averted.  A 
lawsuit  is  very  disagreeable  in  any  business,  and  is 
sure  to  drive  away  trade.  A  little  care  is  all  that  is 
necessary. 

Guarantee  and  Suretyship. 

To  guarantee  a  debt  when  the  debt  is  already  in- 
curred, there  must  be  a  consideration,  unless  made 
under  seal.    For  example : 


In  consideration  of  One  Dollar,  the  receipt  of  which 
is  hereby  acknowledged,  I  guarantee  that  the  debt  of 
Ninety-Two  Dollars  now  owing  to  John  Clements  by 
Arthur  Ford  shall  be  paid  at  maturity. 

Belleville,  Ont.,  March  4th,  1921. 

William  Morton. 

The  above  may  be  addressed  to  John  Clements,  or 
in  the  form  of  a  letter,  closed  with  "Yours  truly," 
etc.    The  latter  is  equally  binding. 
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Anotlier  illustration  where  the  consideration  is 
the  Extension  of  time : 

If  you  will  grant  an  extension  of  thirty  days  to 
Arthur  Ford,  I  guarantee  the  debt  shall  be  paid  at  that 
date. 

Guaranteeing  Future  Purchases. 

Owen  Sound,  March  10th,  1921. 
In  consideration  of  One  Dollar,  the  receipt  of  which 
is  hereby  acknowledged,  I  hereby  guarantoe  the  pay- 
ment for  all  goods  purchased  by  Walter  Wilson  from 
W.  R.  Brock  &  Co.,  Ltd.,  up  until  Sept.  30th,  1921,  total 
amount  of  said  purchase  not  to  exceed  Five  Hundred 
Dollars. 

Thomas  R.  Ramsay. 

If  the  firm  from  whom  the  goods  are  to  be  pur- 
chased changes  its  personnel,  the  guaranty  to  hold 
good  must  be  renewed. 

Another  point — A  guaranty  of  payment  for  goods 
purchased  reading  "From  this  date"  does  not  cover 
goods  purchased  on  that  day. 

Guaranty  for  a  Commission  Merchant. 

Winnipeg,  Man.,  April  6,  1921. 
George  Dixon  Co., 

Fort  William,  Ont. 
I  hereby  guarantee  that  Alexander  Drake,  Com- 
mission Merchant,  will  pay  for  or  return  all  such 
goods,  wares,  mTchandise  or  fruit  that  you  may  con- 
sign, ship  and  deliver  to  him,  to  the  amount  of  Three 
Thousand  Dollars,  during  the  next  ten  months  for 
sale. 

Albert  Henderson. 


nil 
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This  guarantee  does  not  cover  goods  sold  to 
Drake  on  credit,  but  only  covers  goods  shipped  to  be 
sold  on  consignment. 

Payments. 
Promissory  Notes. 

A  promissory  note  is  an  unconditional  written 
promise  made  by  one  person  to  another,  signed  by 
the  maker,  engaging  to  pay,  on  demand  or  at  a 
specified  future  time,  a  specified  sum  of  money,  to,  or 
to  the  order  of,  a  specified  person,  or  to  bearer. 

Several  things  must  be  remembered: 

(a)  No  condition  may  be  expressed.  If  so,  it 
ceases  to  be  a  promissory  note,  and  is  nothing  but  a 
written  agreement,  binding  on  both  parties,  of 
course,  but  not  negotiable,  except  by  assignment. 

(b)  It  must  be  made  payable  in  money.  If  made 
payable  in  anything  else  it  is  called  a  chattel  note. 

(c)  A  spe  'fied  time  for  payment  must  be  shown, 
or  else  on  the  happening  of  an  event  certaiyi.  For 
instance,  so  many  days  after  the  death  of  a  certain 
person. 

If  no  place  of  payment  is  mentioned  it  is  payable 
where  dated.  Usually  it  is  best  that  the  place  of  pay- 
ment be  mentioned. 

In  signing  a  Note,  lead  pencil  may  be  used  quite 
legally,  but  for  obvious  reasons  it  is  better  to  employ 
pen  and  ink. 

Wlx3n  signing  in  a  representative  capacity  the 
name  of  the  Principal  must  be  used.  The  following 
signature  binds  the  Principal,  not  the  agent : 

George  Watson 
per  Henry  Joyce, 

Agent. 
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When  signing  for  a  Corporation,  the  following 
binds  the  Company,  not  the  Treasurer : 

Imperial  Oil  Co.,  Ltd., 
By  Koy  N.  Wilcox, 

Treasurer. 

If  signed  in  the  following  way  Roy  N.  Wilcox  is 
personally  responsible,  and  not  the  Company: 

Roy  N.  Wilcox, 

Treasurer,  Imperial  Oil  Co.,  Ltd. 

Below  is  an  example  of  a  joint  Promissory  Note : 

$300.00.  Calgary,  Alta.,  Jan.  2,  1921. 

Three  months  after  date  1  promise  to  pay  to  Arnold 
D.  Hill,  or  order,  at  the  Royal  Bank  of  Canada  here, 

the  sum  of  Three  Hundred  Dollars 

value  received. 

Oscar  Price. 
W.  C.  Davies, 

Surety, 


Both  Price  and  Davis  promise  to  pay  this  Note 
either  jointly,  or  individually,  if  necessary.  The 
holder  had  to  sue  to  collect  and  Davies  paid,  he  be- 
ing only  the  Surety  could  collect  the  whole  amount 
from  Price,  who  received  the  value.  The  word 
"Surety"  w^as  left  off.  Davies  after  paying  the 
Note  could  only  collect  half  the  amount  and  half  the 
costs  of  the  previous  suit  from  Price. 


J  1 


no      HOW  TO  WRITE  BUSINESS  LETTERS 

Chattel  Note, 

The  following  is  an  example  of  a  Cliattel  Note : 

Dundalk,  Jan.   31,   1921. 

Three  months  after  date  I  promise  to  pay  Jas. 
Bentley,  at  his  ctore,  Fifty,  ninety-eight  pound  jute 
sacks  of  Sunrise  Flour,  at  market  price. 

Arthur  Pearson. 

Instalment  Note. 

Three  days  of  grace  are  allowed  on  each  instal- 
ment of  this  Note: 


$300.00. 


Oshawa,  Ont.,  Feb.  1,  1921. 


On  the  tenth  day  of  each  month  hereafter  for  five 
months  consecutively,  I  promise  to  pay  Ernest  Johnson 
the  sum  of  Twenty  Dollars,  the  whole  amounting  to 
One  Hundred  Dollars,  the  first  of  such  payments  to  be 
made  on  the  tenth  day  of  April  next.  Interest  both 
before  and  after  maturity  until  paid  at  the  rate  of 
six  per  cent,  per  annum. 

In  event  of  default  in  making  any  of  the  above  pay- 
ments at  the  time  mentioned,  the  whole  amount  of  this 
Note  shall  thereupon  become  due  and  payable  forth- 
with. 

Charles  Harris. 


Llbn  Notes. 

Some  authorities  claim  a  Lien  Note  is  not  negoti- 
able, but  most  authorities  claim  they  are  when  prop- 
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erly  worded.     The  following  is  an  example  of  a 
negotiable  Lien  Note : 

$90.00.  Calgary,  Feb.  2,  I'J'Jl. 

Two  mouths  after  datu  1  promise  to  pay  Norman 
Watt,  or  order,  Niuety  Dollars,  lor  value  received. 

The  title  to  the  property  in  the  Duo-Art  Pionalo,  No. 
3264,  for  which  this  Note  is  given,  is  not  to  pa.-,s,  but 
to  remain  in  the  said  Norman  Watt  tmtil  this  Note,  or 
any  renewal  thereof,  is  fully  paid. 

John  Chalmers. 


To  assign  a  Lien  Note  the  following  written  across 
the  back  is  a  concise  form : 

For  value  received,  I  hereby  transfer  the  within 
Note,  and  all  my  rights,  title  and  interest  in  the  goods 
and  chattels  for  which  the  said  Note  was  given,  unto 
Frank  Fletcher. 

June  29,  1921.  B.  Archibald. 

Acceptance  and  Drafts. 

Acceptance  is  the  name  of  a  draft  or  bill  of  ex- 
change, after  the  drawee  has  accepted  it,  so  that  it 
will  be  distinguished  from  a  bill  before  it  is  ac- 
cepted. 

To  accept  a  draft  write  across  the  face  as  under: 

Accepted  December  31,  1920. 
Payable  at  Merchants  Bank  here 

W.  D.  Townsend. 


If 
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The  mere  signature  would  suffice,  but  it  is  better 
to  do  as  in  tlie  example.  Tliis  would  l)e  termed  a 
general  acceptance. 

A  qualified  acceptance  would  be  any  of  the  fol- 
lowing instances : 

(a)  Conditional — When  the  acceptor  makes  pay- 
ment depend  on  a  condition  stated  therein.  For  in- 
stance, payment  to  be  made  out  of  some  fund  not  in 
existence  when  the  bill  matured. 

(b)  Partial — AVhen  the  acceptor  agrees  to  pay 
only  part  of  the  amount  for  which  the  bill  is  drawn. 

(c)  Change  of  Time—When  the  bill  is  drawn  for 
say  thi:  v'  days  and  the  acceptor  writes  **  Payable  in 
sixty  da^s." 

(d)  Acceptance  for  some  one  or  more  of  the 
drawees,  but  not  of  all. 


In  the  case  of  acceptance  by  a  Company,  the  Com- 
pany's name  only  should  be  signed.  When  drawing 
on  a  Company  do  not  mention  any  officer's  name,  but 
only  that  of  the  Company.  On  the  other  hand,  it 
is  desirable  when  a  Company  is  the  drawer,  that  its 
name  should  be  followed  by  the  person  signing  and 
giving  his  official  position. 

When  partners  are  accepting  a  bill  the  two  names 
should  be  shown  and  not  just  the  name  of  the  one 
partner  signing. 

On  the  page  following  is  an  example  of  an  ordin- 
ary Time  Draft  and  its  acoeptance: 
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A  sight  draft  is  made  out  tlie  same  way  as  above, 
except  the  words  "At  sight"  take  tlie  place  of 
"tiiirty  days  after  date."  It  is  presented  for  ac- 
ceptance, the  three  days  gruce  allowed  for  payment, 
when  the  drawee  so  desires. 

A  Demand  Draft  has  the  words  "On  Demand" 
instead  of  At  Sight,  but  no  three  days  grace  are 
allowed. 

Indorsements — The  following  written  across  the 
back  of  the  instrument  is  an  indorsement  in  full. 


Pay  Ernest  Barnes,  or  order. 


William  Price. 


The  more  common  method  is  to  simply  sign  the 
name. 

To  guarantee  pa>Tnent  of  a  Note  the  following 
may  be  endorsed  on  the  back: 

I    hereby    guarantee    the  payment  of    the    within 
Note. 

Andrew  J.  Smith. 
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Or  perhaps  this  vvouKl  be  piefeiublo : 

For  value  received  I  hereby  giTarantee  payment  of 
the  within  Note  and  waive  protest  and  notice  of  dis- 
honor. 

Andrew  J.  Smith. 

To  guarantee  the  collection  of  a  Note: 

For  value  received,  1  hereby  guarantee  the  col- 
lection of  the  within  Note. 

Alton  Brown. 

An  indorsement  waiving  protest  before  maturity 
may  be  done  as  follows : 


Presentment  and  Protest  waived. 


R.  Wilson. 


If  at  maturity: 


I  hereby  accept  notice  of  non-payment  ana  waive 
protest. 

R.  Wilson. 

The  indorsement  shown  under  identifies  the  holder 
of  the  paper  at  the  Bank,  without  making  the  in- 
dorser  liable  for  payment: 

Charles  Inwood  is  hereby  identified. 

R.  Wilson. 

A  specific  indorsement  to  guard  against  loss  in 
the  mails,  etc.,  would  be : 


For  depo.«:it  only  to  credit  of 


R.  Wilson. 


¥yKi.^--^'r7^:ir-^ 
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rho  Bank  would  not  pay  cnsh  in  tlie  above  in- 
stance, or  in  tlio  following— this  letter  would  answer 
for  a  Clerk,  who  did  not  have  authority  to  indorse 
his  employer's  name: 

For  d'^|)osit  only  to  credit  of  K.  Wilson. 

Lyle  Sloan. 

Checks  (Cheques). 

Payments  for  almost  any  account  arc  now  being 
made  by  Check,  although  a  Check  is  not  legal  tender, 
nor  yet  money,  and  a  person  cannot  be  compelled  to 
accept  it  in  payment  of  a  debt.  Still  they  are  gen- 
erally accepted. 

The  form  of  Check  generally  used  is  : 

Toronto,  Jan.  26,  1921. 
Canadian  Bank  of  Commerpe. 

Pay  to  Wi'storu  Milling  Co or  order 

Two  Hundred  and  Twenty  Dollars 

$220.00.  -uoiiars 

Thos.  Morton. 

In  this  case  the  Check  must  be  indorsed  by  the 
Western  Milling  Company  before  the  Bank  would 
pay  it,  as  it  was  made  to  their  order. 

A  Check  payable  to  "cash"  is  payable  to  hearer. 
\Vhen  made  payable  to  hearer  it  should  be  paid  to 
bearer  regardless  of  how  it  may  have  been  indorsed 
by  some  holders  after  if.s  issue.  Tlie  R.Rnk  usually 
requires  hearer  Checks  to  bo  indorsed  as  well  as 
order  ones.    This  is  only  for  identification. 
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Due  Bills,  Orders  and  Receipts. 

A  due  bill  is  a  written  acknowledgment  of  debt — 
non-negotiable.  It  may,  however,  be  transferred  by 
assignment.    To  do  the  latter  write  across  back : 

For  value  received  I  hereby  assign  to  James 
Scranton  the  within  due  bill. 

Here  is  a  due  bill  payable  in  merchandise : 

Sherbrooke,  Que.,  Jan.  14,  1921. 

Due  Jason  Sumner  Twenty  Dollars  in  goods  from 
our  store. 

L.  Laudrain. 

An  Order  is  a  written  request  to  deliver  goods,  or 
money,  on  account  of  the  person  making  the  request. 
Below  are  two  illustrations : 

Halifax,  N.S.,  Feb.  10,  1921. 
Messrs.  Reed  Company, 
Gentlemen : — 

Please  let  Mr.  James  Lewis  have  from  your  store 
Twenty-five  Dollars  in  such  goods  as  he  may  wish  and 
charge  to  account  of 

Albert  Johnson. 


Victoria,  B.C.,  Feb.  21,  1921. 
Messrs.  A.  Tanton  Co., 
Gentlemen : — 

Please  pay  to  George  Dillon,  or  order.  Fifteen  Dol- 
lars, and  charge  same  to  the  account  of 


$15.00 


B.  H.  Massey, 
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A  receipt  is  a  written  acknowledgment  of  value, 
or  certain  sura  of  money,  received.  Several  forms 
are  shoA\Ti  below : 


1 1 


On  account. 

Princo  i.li..ert,  Feb.  2,  1921. 

Received  from  A.  -o  d.  Ten  Dollars  on  account. 
$10.00.  B.  Turner. 

For  rent. 

Toronto,  Feb.  4.  1921. 

Received  from  Harvey  Tyler,  Fifty  Dollars  for  one 
month's  rent  of  house  18  Bolton  Ave.,  due  Feb.  1st. 

Wm.  Craig. 

For  interest  paid  on  mortgage. 

Quebec,  Que.,  Jan.  16,  1921. 

Received  from  D.  Smith  Sixty-Two  Dollars,  being 
amount  in  full  for  one  year's  interest,  due  Jan.  1, 
1921,  on  his  mortgage,  in  my  favor,  dated  Jan.  1,  1917, 
which  amount  is  also  indorsed  on  the  mortgage. 

Dalton  Ronnie. 

Money  received  through  third  party. 

Fort  William,  Feb.  3, 1921. 

Received  from  "W.  McDougall,  by  the  hands  of  C. 
Younger,  Fifty  Dollars,  in  full  of  all  demands. 
$50.00  Peter  Ogden. 

L.^NDLORD  AND  TeNANT. 

A  lease  may  be  either  verbal  (oral)  or  written,  or 
under  seal.    A  lease  is  the  agreement,  and  not  the 
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paper  on  which  it  is  writton.  It  should  state  all  t 
conditions  and  agreements,  for  verbal  promises  a 
not  much  use  in  Law,  where  there  is  a  written  instr 

Deed         '^'''^^^''  '^  ^^"""^"^  ^^  ^^^''  seal-that  is  1 

There  are  different  Laws  for  the  various  Pr 
vinces  governing  leases,  so  that  it  would  be  impo 
sible  to  give  any  detailed  informaton  about  the 
here  We  can  only  give  briefly  one  or  two  examph 
of  Notices  between  Landlord  and  Tenant  that  ma 
be  used. 

In  the  case  of  a  monthly  tenancy  beginning  sa 
March  1st,  the  Notice  to  quit  should  be  given  an 
received  not  later  than  Jan.  31st,  in  order  to  leave 
clear  month's  notice.  February  1st  would  be  to 
late.  The  following  Notice  from  the  Landlord  i 
complete : 

Please  take  notice  taat  you  are  hereby  require 
to  surrender  and  deliver  up  possession  of  the  hous 
and  lot  known  as  No.  22  Oscar  RoM  in  the  City  of  Tc 
ronto,  which  you  now  hold  of  me,  and  to  remove  there 
from  on  the  28th  day  of  February  next,  pursuant  t 

^.tiernTi'''%f  '^  ^'f^i^''  ^^^"*^"^  ''  the  rights  anc 
duties  of  Landlord  and  Tenant. 

Dated  tliis  26th  day  of  January,  1921. 


Yours  truly 


To  Wilfred  Hewitt, 
(Tenant). 

If  Notice  by  the  Tenant 


Norman  Booke, 
(Landlord). 


I  hereby  give  you  notiee  that  on  the  28th  day  of 
i'cbruary  next,  I  shall  quit  and  deliver  up  possession 


.-•■Jr  V...  --■■a^'. 
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of  the  premi8e^  I  now  occupy  as  tenant,  known  as 
house  and  lot  No.  22  Oscar  Road  in  tho  City  of  To- 
ronto. J      i    iV 


Dated  this  26th  day  of  January,  1921. 

To  Norman  Booke,  Wilfred  Hewitt, 

(Tenant). 


(Landlord). 


When  the  Landlord  owes  a  debt  to  the  Tenant  the 
latter  may  set  off  against  the  rent  such  a  debt.  A 
notice  similar  to  the  following  would  do : 

Take  notice  that,  under  The  Landlord  and  Tenant 

Th    Y-'u  *°  '^^  °^  ^^^^°'^  ^^°*  ^"6  by  me  to  you  the 
debt  which  you  owe  me  for  goods  purchased  in  my 
grocery  store,  amounting  to  Twenty-two  Dollars. 
Dated  this  12th  day  of  February,   1921. 

Maxwell  Dutton. 


I  i  I 
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CHAPTER  X. 

MISCELLAXEOUS. 
Current  Bank  Accounts. 


A  CURRENT  account  is  usually  kept  for  busi- 
ness purposes.    It  provides  you  with  a  re- 
cord of  your  income  and  expenditure,  a?  well 
as  with  a  receipt  for  the  latter. 

On  opening  the  account  by  making  your  first  de- 
posit you  vrill  be  given  a  pass-book  and  a  supply  of 
cheques  for  use  as  required.  At  the  end  of  each 
month  your  pass-book  should  be  left  at  the  bank 
to  be  balanced.  Your  paid  cheques  will  then  be 
returned  to  you  with  your  pass-book  upon  your  sign- 
ing a  receipt  for  them.  These  cheques  should  be 
kept  as  they  are  receipts  Tor  money  paid  out. 

Banking  bv  Mail. 

Accounts  may  be  opened  at  any  branch  of  a  Bank 
by  letter.  Money  may  be  deposited  or  withdrawn  in 
this  way  as  easily  as  by  a  personal  visit  to  the  Bank. 
Care  should  be  taken  to  register  all  letters  enclosing 
cash. 
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Money  Orders,  Drafts,  Travellers'  Cheques  and 
Letters  of  Credit. 

A  Bank  issues  Money  Orders  and  Dral'ls  for  the 
use  of  those  who  have  out-of-town  pa\Tiients  to  make, 
and  Travellers'  cheques  and  letters  of  eredu  for  the 
use  of  people  who  are  away  from  home  and  desire  to 
provide  themselves  with  money  in  the  most  con- 
venient way  possihle.  These  travellers '  cheques  and 
letters  of  credit  represent  the  most  complete  service 
which  modern  l)ankinjv  is  able  to  render  to  the 
traveller.  Both  forms  ai-e  self  idcntifyini?. 

Money  OiiDEits. 

For  making  out-of-town  payments  of  sums  of  $50 
or  under,  there  is  no  safer  or  more  convenient  means 
than  the  Bank  Money  Orders.  For  pajTiients  in 
other  countries  a  special  Foreign  I^Ionev  Order  is 
issued,  usually  drawai  in  sterling.  Xo  Bank  Money 
Order  can  be  issued  for  a  larger  sum  than  $50.  For 
sums  in  excess  of  $50  two  or  more  Bank  Money 
Orders  may  be  bought,  but  it  is  cheaper  and  more 
convenient  to  purchase  a  draft. 

D^t.MTS. 

A  draft  is  an  order  addressed  by  a  bank  to  one  of 
its  branches  or  agents  to  pay  a  sum  of  monev  to  a 
certain  person  named  therein.  A  small  charge  is 
made  for  issuing  a  draft,  varying  according  to  the 
amount  required  and  the  place  where  pavment  is  to 
be  made. 
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Were  it  not  for  the  duty  imposed  upon  a  bank 
when  it  pays  a  Money  Order  or  Draft  to  see  that 
the  money  is  paid  to  the  person  entitled  to  it,  Drafts 
and  Money  Orders  could  be  used  quite  convcnientlv 
by  persons  travo'ling,  as  a  means  of  providing  theni- 
selves  with  money  while  away  from  home;  but  be- 
cause of  the  difficulties  apt  to  arise  from  lack  of 
identificaion,  Travellers'  Cheques  and  Letters  of 
Credit  have  come  into  existence  as  part  of  the  equip- 
ment of  an  up-to-date  bank. 

Travellers  '  Cheques. 

Tiie  name  ''Travellers'  Cheqae"  indicates  con- 
cisely the  purpose  and  use  of  this  form  of  Cheque. 
It  is  the  bank's  cheque  for  the  use  of  a  traveller,  pay- 
able  to  his  or  her  order,   and  addressed  to   the 
agents  and  correspondents  of  the  Bank  throughout 
the  world.    Provision  i^  made  to  enable  the  holder 
to  identify  himself  to  the  satisfaction  of  the  paying 
agent,  thus  avoiding  a  most  serious  source  of  annoy- 
ance to  a  stranger  in  a  foreign  country.    On  the  face 
of  each  cheque  is  printed  the  amount  which  will  be 
paid  for  it  in  the  principal  foreign  countries  (except 
that  in  countries  where  the  law  requires  the  use  of 
revenue  stamps  on  such  Cheques  the  cost  of  these 
will  have  to  be  deducted),  so  that  no  dispute  can 
arise  about  exchange  or  overcharges.    The  amounts 
for  which  these  Cheques  are  issued  are  $10,  $20,  $50 
and  $100  each,  the  idea  being  to  enable  the  traveller 
to  draw,  in  each  country  he  visits,  the  amount  which 
he  requires  for  use  in  that  country  and  thus  to  avoid 
the  loss  and  trouble  consequent  on  carrying    the 
money  of  one  country  into  another. 
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A  Traveller's  Letter  of  Credit  issued  by  the  Bank 
practically  opens  an  account  for  the  holder  in  Lon- 
don, P]ngland,  or  New  York,  the  two  principal 
financial  centres  of  the  world,  against  which  he  or 
she  may  draw  cheques  for  any  sum  required  up  to 
the  amount  called  for  by  the  Letter  of  Credit,  and 
further  provides  means  by  which  these  cheques  will 
be  paid  on  application  by  bankers  throughout  the 
world,  a  list  of  whom  is  given  to  the  holder  of  the 
Letter  of  Credit. 

Reglstered  Mail. 

All  classes  of  mail  matter  sent  by  post  within 
Canada  may  be  registered.  Persons  posting  letters 
or  packages  containing  articles  of  value  should  be 
careful  to  require  them  to  be  registered,  and  to  ob- 
tain from  the  Postmaster  a  certificate  of  receipt  for 
registration. 

The  charge  for  registration  in  addition  to  the 
postage  and  War  Tax  is,  on  all  classes  of  matter  is 
10  cents. 

The  postage  charge,  war  tax  and  registration  fee 
should,  in  all  cases,  be  prepaid  by  stamp. 

Registration  is  not  an  absolute  guarantee  against 
the  miscarriage  or  loss  of  a  letter;  but  a  registered 
letter  can  be  traced  where  an  unregistered  letter 
cannot,  and  the  posting  and  delivery  or  non-delivery 
can  be  proven. 

The  sender  of  a  registered  article  posted  in  Can- 
ada for  delivery  in  Canada  or  in  any  other  Postal 
Union  country  may  obtain  an  acknowledgment  of  its 


124      now  TO  WRITE  BUSINESS  LETTERS 

rccoipt  by  the  addressee  at  a  cost  of  5  cents  in  ad- 
dition to  the  ordinary  postage  and  registration  fees. 
This  additional  fee  should  not,  however,  be  affixed 
to  the  registered  package  itself. 

Indemnity  for  Loss  on  Registered  Mail. 

(1)  In  case  of  the  loss  in  the  postal  service  of  a 
registered  article  posted  in  Canada  for  delivery  in 
Canada  the  addressee,  or  at  the  request  of  the  ad- 
dressee, the  sender,  is  entitled  to  an  indemnity, 
which  in  no  case  shall  exceed  $25,  or  the  actual  value 
of  the  lost  registered  article  when  the  same  is  less 
than  $25,  provided  no  other  compensation  or  reim- 
bursement has  been  made  therefor. 

(2)  The  indemnity  will  be  paid,  provided  the  loss 
of  the  registered  article  is  reported  to  the  Depart- 
ment within  one  year  of  the  date  of  posting,  upon 
receipt  of  sworn  statement  of  the  persons  concerned: 

(a)  That  according  to  the  best  knowledge  and  be- 
lief the  registered  article  has  been  lost  in  the  mails. 

(b)  As  regards  the  value  of  the  contents  of  the 
lost  registered  article. 

(c)  As  regards  the  ownership  of  the  same. 

(3)  No  indemnity  is  given  for  a  registered  article 
which  has  not  been  entirely  lost  in  the  mails. 

(4)  No  indemnity  is  given  for  an  article  upon 
which  the  registration  fee  has  not  been  paid. 

Useful  Information. 

Re-directed  Letters. 
Re-directed  letters  are  not  liable  to  any  addition- 
al postage  if  handed  back  to  the  Post  Office  with  a 
changed  address  at  the  moment  of  delivery  or  as 
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soon  as  possible  thereafter,  provided  always  the 
change  in  the  address  does  not  require  the  letter  to 
be  sent  to  any  place  to  which  the  postage  rate  is 
higher  than  was  at  first  payable.  In  the  case  of  an 
article  re-directed  to  an  address  requiring  a  higher 
rate  of  postage  than  its  first  address,  additional 
postage  must  either  be  prepaid  when  the  letter  is  re- 
directed or  collects  (1  on  delivery.  Only  the  simple 
deficiency  in  prepayment  is  to  be  rated  or  collected, 
the  deficiency  in  this  case  not  being  doubled. 

Letters  Addrc^^sed  to  Initials,  etc. 

Letters  addressed  simply  to  initials,  as  "A.  B." 
"X.  Y."  or  to  a  Christian  name  simply,  as  "John," 
or  to  an  arbitrary  or  fictitious  name,  with  a  designa- 
tion of  the  place  of  delivery,  as  "Montreal,"  "To- 
ront(.,"  but  which  are  not  further  directed  to  the 
care  of  some  named  person,  firm  or  institution,  or 
special  post  office  box  or  street  number,  are  not  ac- 
cepted, if  handed  in  at  a  post  office;  and  are  not  for- 
warded if  dropped  in  a  letter  box,  but  are  sent  to 
the  proper  Branch  I'-^ad  Letter  Office  by  first  mail. 

Letters  Addressed  to  a  Street  Number. 

Letters  addressed  simply  to  a  street  number  or  to 
a  room  number  in  a  specified  building,  without  the 
name  of  person,  firm,  etc.,  may  be  delivered,  provid- 
ed there  is  only  one  household  or  firm  in  occupation 
of  the  room  or  building  indicated ;  otherwise,  letters 
so  addressed  will  be  sent  to  the  proper  Branch 
Dead  Letter  Office  as  insufficiently  addressed. 
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Matter  Partly  Printed,  Partly  Written. 

All  such  matter,  with  the  exception  of  the  articles 
mentioned  under  ** Books  and  Printed  Matter,"  is 
subject  to  letter  rates  of  postage  within  Canada, 
that  is,  2  cents  per  ounce  or  fraction  thereof.  It 
embraces  legal  and  commercial  papers  of  all  kinds, 
pass-books  of  banks  and  other  institutions,  stubs  of 
receipt  books,  minute  books,  plans  when  accom- 
panied by  specifications,  visiting  cards  when  any 
words  other  than  the  address  of  the  sender  and  not 
more  than  five  words  of  good  wishes,  congratula- 
tions, thanks  or  other  forms  of  courtesy  are  written 
upon  them,  deeds,  wills,  mortgages,  insurance 
policies,  etc. 

Retmn  of  I  -Iter  to  Sender  not  Allowed. 

A  letter  or  any  other  mail  matter  once  posted  be- 
comes the  property  of  the  person  to  whom  it  is  ad- 
dressed, and  must  be  forwarded  according  to  its  di- 
rections. On  no  application,  however  urgent,  can  it 
be  delivered  back  to  the  writer  or  to  any  other  per- 
son. 

Letters  Delivered  to  Wrong  Person. 

A  letter  delivered  to  the  wrong  person  in  conse- 
quence of  his  name  being  the  same  as  that  of  the  per- 
son for  whom  the  letter  is  intended,  should  be  at 
once  returned  to  the  postmaster  from  whom  re- 
ceived; and  if  it  has  been  opened,  the  person  who 
opened  it  should  write  on  the  cover  "Opened  by  me 
through  mistake,"  and  give  his  name  and  address. 
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liv-directiiin  of  Letters. 
Parties  desiring  to  have  their  letters  and  papers 
re-directed  should  give  or  send  an  intimation  to  that 
effect  in  writing  to  the  postmaster  of  the  office  from 
wliich  the  letters  and  papers  are  to  be  re-directed. 
The  parties  whose  correspondence  is  thus  re-direct- 
ed should  take  steps  to  inform  their  correspondents 
of  their  change  of  address,  so  that  the  post  office 
may  not  be  put  to  unnecessary  trouble  in  the  matter. 

Letters  to  Contain  Full  Address  of  Writer. 
Every  letter  should  contain  the  full  name  and  ad- 
dress of  the  writer,  in  order  to  insure  its  return  if 
the  person  to  whom  it  is  directed  cannot  be  found. 

Missing  or  Dclai/ed  Letters  or  Papers,  etc 
When  articles  of  mail  matter  are  missing  or  de- 
layed, the  fact  should  be  communicated  at  once  to 
the  Postmaster-General  at  Ottawa,  or  to  the  In- 
spector of  tlie  division  in  which  is  situated  the  post 
office  at  whicli  the  articles  were  posted.  In  case  of  a 
•sing  letter  enclosing  articles  of  value,  state  the 
e.vact  contents,  the  exact  address,  the  office  at  which 
posted,  the  name  of  the  person  by  whom  received  at 
the  office.  In  the  case  of  a  delayed  letter  or  paper, 
send  the  cover  or  wrapper  in  an  entire  state,  in 
order  that  the  place  of  delivery  may  be  ascertain- 
ed by  an  examination  of  the  postmarks. 

Supposed  Abstraction  of  Money  or   Value  From 

Letters. 
In  the  event  of  a  supposed  abstraction  of  money 
or  value  from  a  letter,  send  the  letter  and  cover  to 
the  Postmaster-General,  stating  day  and  hour  on 
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which  delivered,  name  of  the  postinat^ter  or  clerk 
by  whom  delivered,  and  name  of  person  by  whom  re- 
ceived. It  is  very  desirable  that  every  case  of  de- 
lay, loss,  or  abstraction  should  be  promptly  reported. 

Lctlcrs  Mailed  at  Sea. 
Letters,  etc.,  mailed  on  a  vessel  at  sea  may  be  pre- 
paid by  means  of  postage  stamps  of  the  country 
whose  flag  the  ship  carries;  but  letters  mailed  on  a 
vessel  in  port  nmst  be  prepaid  by  stamps  of  the 
country  to  whidi  the  port  belongs. 

Addressing  Titled  Persons  and  Those  Holdinq 
Official  Positions. 

Sometimes  it  is  found  necessary  to  write  letters 
to  persons  holding  titles  or  official  positions.  Such 
letteis  should  be  brief,  and  without  flowery  expres- 
sions or  personal  compliments.  Abbreviations 
should  not  be  used,  while  tlie  style  should  be  formal. 

When  such  letters  requii-c  to  be  written  tlie  ques- 
tion usually  arises  as  to  tlie  right  salutation.  A 
number  of  examples  follow  showing  the  correct  form 
to  be  used: 

Addressing  a  letter  to  King  George  V. : 

His  Majesty 

King  George  V, 

Buckingham  Palace 
Sire:— 

To  tlie  Prince  of  Wales : 

His  Royal  Highness 
The  Prince  of  Wales 
Buckingham  Palaa 
Sir:— 
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To  the  Governor  General  of  Canada; 

His  Excellency  the  Governor  General, 

Ottawa,  Canada. 
Sir;— 

To  Lieutenant  Governors: 

Ilis  Hon')r  the  Lieutenant-Governor  of 

Canada. 

Sir:— 

To  the  Premier  of  Canada: 

The  Hon.   Arthur  Mi'ighen,  K.C.,  M.P. 
The   Prime   Minister   of   Canada, 
Sir:- 

To  Provincial  Premiers: 

The  Hon.  Mr , 

Premier  of  ,  Canada. 

Sir:— 

To  Cabinet  Ministers: 


tm 


The  Hon.  Mr 

Ottawa,  Canada. 
Sir: — 

To  Judges  of  the  High  Courts: 


The  Hon.  Mr.  Justice  

,   Canada. 

Sir:— 

In  the  body  of  a  letter  to  a  judge  of  the  Higher 
Courts,  "your  lordship"  may  be  uspd  ont-e  only. 
Likewise  in  a  letter  to  a  county  judge  "your  honor" 
may  be  mentioned. 


180      HOW  TO  WRITE  BUSINESS  LETTERS 

To  a  Mayor : 

0.  B.  George,  E.G., 
Mayor  of  Detlor,  Man. 

Sir: —  (or  Your  Worship) 

Archbishops  should  be  addressed  as  "Most  Rev- 
erend Robert  Jones,"  and  Roman  Catholics  as  -'The 
Most  Reverend";  Bishops  as  "Right  Reverend," 
and  "Dear  Sir."  Protestant  Ministers  should  be 
formally  addressed: 

Rev.  R.  B.  Sloane,  D.D., 

Calgary,  Alta. 
Dear  Dr.  Sloane : — 

Where  the  degree  D.D.  is  not  held,  simply  use 
"Dear  Sir." 

In  the  Roman  Catholic  Church,  except  for  Arch- 
bishops and  Bishops,  it  is  correct  to  use  "Venerable 
Father,"  or  "Venerable  Sir." 

The  Pope  is  addressed  as : 

'*His  Holiness,  The  Pope,"  or  "To  Our  Most  Holy 
Father,  Pope  Benedict  XV." 

Cardinals  are  addressed  as : 

"His  Eminence,    Cardinal   Mercier,"   or  "To   His 
Eminence,  The  Most  Reverend ." 

Jewish  Rabbis  as  a  rule  are  addressed  as 
"Reverend." 
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